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CHAPTER I 
A PILOT STUDY TO DETERMINE THE CHARACTERISTICS AND ACCEPTANCE 
OF A MOBILE OFFICE EDUCATION CLASSROOM TO SERVE 
SMALL HIGH SCHOOLS IN UTAH 
For many years the office practice curriculums in the small high 
schools in Utah have been incomplete. Small high schools generally do 
not offer the same opportunities for learning as larger high schools due 
to the la ck of funds, a smaller student body, and a shortage of trained 
personnel. Their distan ce from larger metropolitan areas where office 
opportunities are more readily available has made it economically un-
sound to offer such training programs and facilities. Often, students 
do not receive adequate training to prepare them for entry level jobs 
upon graduation from high schoo1. 1 
Students graduating from small high schools must compete for 
office positions with graduates from larger high schools who have usually 
been exposed to more training and better opportunities. In order to pre-
pare graduates of small high schools for opportunities in office positions, 
1Personal Correspondence with Mr. E. Charles Parker and John 
F. Stephens, Utah State Office of Education, Salt Lake City, Utah, 
January 29, 1968, and Personal Correspondence with Professor Garth A. 
Hanson, Utah State University, Logan, Utah, January 30, 1968. (See 
Appendix B) 
2 
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additional training must be provided. This might be accomplished by 
bringing a mobile classroom equipped with modern business machines 
and data processing equipment into the small high schools. 
Statement of the Problem 
The purpose of this study is to determine the characteristics 
and acceptance of a proposed mobile classroom equipped with business 
machines and data processing equipment to serve certain small high 
schools in Utah. Specifically, the problem is to: 
1. Suggest course offerings for the mobile classroom. 
2. Plan a workable schedul e for the classroom to benefit 
several schools. 
3. Suggest a mobile c lassroom size. 
4. Suggest equipment to be included in the c la ssroom. 
5. Determine the cost of the program. 
6. Determine the interest of certain school administrators 
in participating in a pilot program. 
Importance of the Study 
Vocational training for offi ce occupations is becoming increasing-
ly important in our society today. 
During this decade .•. the number of employment 
opportunities in this field is expected to increase by 
27 per cent , or nearly 3 million new jobs. In addition, 
1Ibid., January 29, 30, 1968. 
400,000 new workers are needed annually as replace-
ments in this high turnover field. Increasing use of 
electronic office equipment and the expansion of secre-
tarial opportunities in scientific, engineering, medical 
and other special fields will require a higher level of 
education and skill for many of the new entrants into 
the office and secretarial occupations. 1 
This need illustrates the importance of preparing additional 
youth who will possess the skills and education to qualify them for 
employment in office oc cupations. A mobile classroom e quipped with 
business machines and data proc essing e quipment may help fill this 
need by: 
l. Introducing office equipment to students not available 
to them otherwise. 
2. Exposing students to a simulated work-world environment. 
3. Preparing students to meet the increased demands of office 
occupations. 
4. Preparing additional students to find employment in the 
office occupations after high school graduation. 
5. Offering adults an opportunity to upgrade or learn new 
skills in office occupations. 
Definitions of Terms Used 
For purposes of this study, terms will be defined as follows: 
1Grant Venn, Man, Education and Work (Washington, D.C.: 
American Council on Education, 1964), 80-81. 
•• 
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Mobile Classroom. --A mobile classroom is a mobile horne 
shell with the interior arranged and decorated like a classroom 
that ... "is capable of moving or being moved . ,l 
Data Processing Eguiornent. --Data processing equipment 
includes keypunch and verifying machines. 
Business Machines. --The term bus iness machines refers 
to rotary and printing calculators, ten-key adding machines, 
e lectri c typewriters, dictating-transcribing equipment, duplica -
ting ma c hines, an offset press and a copying machine. 
Calculating Center. --The calculating center will be an 
area in the mobile clas ~room designed for the use of rotary and 
printing calculators and ten-key adding machines . 
Small High School. --High schools with grades 9-12 having 
an enrollment of less than 200 students are c lassified as small 
high schools. 
Large High School. --High schools with grades 9-12 having 
an enrollment of more than 200 students are c lassified as large 
high schools. 
Delimitations 
The project will be presented for consideration in two areas. 
1Merriam Webster, Pocket Dictionary (New York: Pocket 
Books Incorporated, 1964), 320 . 
These areas include Iron, Garfield , Piute , and Beaver (Utah) school 
districts and Park City, North Summit, South Summit, and Morgan 
(Utah) school districts. These areas were chosen by a process of 
elimination. A Utah road map was used to designate the l oca tion of 
small high schools in the state. Mr. Garth A. Hanson, Utah Teacher-
Educator for Office Occupations and Mr. E. Charles Parker, Utah State 
Speciali s t in Business and Office Occupations were consulted con-
cerning the small high school s that had the greates t need for the pro-
ject . Current need was based on present facilities, curriculum and 
number of business tea chers at each school. Six areas of the state 
where small high schools are within 50 miles of each other were cir-
cled and discussed as to how they could benefit from the project. 
The two areas mentioned above were selected from the six for the 
pilot program. 
This study will be limited to small high school s in Utah. No 
attempt will be made to present the program to large high schools or 
junior high schools, or schools outside the state of Utah. The study 
will not determine the success of the project. It will only indicate 
whether an apparent need exists and if the project will be supported. 
Procedures 
The methods and procedures used to carry out this study inc luded 
these steps. 
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A review of literature and communication with experts who have 
had experience with mobile classrooms has been conducted. Objec-
tives and general criteria for the project were defined. Course offer-
ings and objectives were also developed and included courses for 
adult education as well as regular academic offerings. 
Three classroom sizes and five alternative arrangements for 
the interior design of th e c la ssroom have been proposed . A cost esti-
mate for each design and plan was determined from equipment and 
classroom furniture catalogues and business machine salesmen. 
A schedule that benefits several schools during the school 
year has been outlined. The Utah Highway Patrol has been contacted 
to determine moving regulations that will affect the classroom. 
The use of the proposed mobile classroom unit was discussed 
with certain school administrators in two different geographical areas 
of the state. From these discussions, a recommendation was made 
concerning the implementation of a pilot program in the state of Utah 
for the 1968- 69 school year. 
CHAPTER II 
REVIEW OF THE LITERATURE 
Mobile classrooms of many kinds are in existence today serving 
the needs of the particular areas they serve. Classrooms on wheels 
have been in existence since the 1930's and even before that in a few 
outlying areas. 1 The earliest forms of classrooms on wheels were , of 
course, the railroad car which traveled in remote , sparsely populated 
areas not served by traditional classrooms and schoolhouses. For 
many years, these "railroad schoolhouses" were the only schools to 
serve some areas, and surprisingly so, the progress of the students 
was often more rapid than students in the more populated areas attend-
ing conventional schools. 2 From that time to this, mobile vehicles 
have been serving students in areas stretching across the United 
States and from Canada to Iran. 3 The use of these vehicles may not 
1Hugh J. Jarman, "The Rolling Schoolhouse," Grade Teacher, 
LXVI, (December, 1948), 49-51. 
2Ibict. , 51. 
3Blake Clark, "Canada's School on Wheels," The Reader's 
Digest, LIV, (June, 1949), 65-68. Examples of mobile classrooms 
also found in School and Society, "Mobile Schools for Nomads in 
Iran, " XVIC, (September 29, 19 56). 111, and American School Board 
Journal, "Pupils in 3 Towns Benefit," CLIII, (December, 1966). 34. 
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have been for a complete e ducation, but the same purpose was ful -
filled, that of serving where a need existed. 1 
While some train cars are still used for schooling in emergency 
situations t oday , 2 mobile learning vehicle s now range from a station 
wagon3 or sma ll van-type truck to renovated school buses 4 on up to 
35 foot l ong semi-trailers. 5 The most common type of mobile van 
us ed by educa tional institutions is a mobile home she ll. Trailer shells 
are usually 50 fe et i n length 6 a nd are 10 or 12 fe e t wide. 7 
A mobile library is the mos t common educational use for these 
1Personal Interview, Reid E. Smith, Principal, Hillview Ele-
mentary School, Idaho Falls, Idaho, December ll, 19 6 7. 
2Life, "Classroom in a Railroad Coac h," VIIL , (November 4, 
1957)' 71. 
3Joseph E. Bowles, Jerrold William Maben, and F. B. Dutton, 
"The Traveling Science Teacher Lecture Demonstration Program," 
Science Education, XLVI, (October 19 62), 390-92. 
4Leo B. Hart, "Classroom on Wheels," The School Executive, 
LXVI, (March 1947), 49-50. 
5J. H. Moody, "Instruc tional Materials Center on Wheels," 
Library Journal, IIXC, (January 15, 1967), 304-05. 
6Personal Correspondence, Larry M. Meier, Supervisor, Tech-
nical-Vocational Education , Jefferson County School District R-1, 
Lakewood, Colorado, November 8, 1967. (See Appendix B) Another 
mobile classroom this l ength is used in North Dakota. Personal Cor-
respondence , Robert G. England, Director, Coteau Hills Resource 
Center, Ellendale, North Dakota, October 18, 1967. (See Appendix B) 
7Smith, op. cit., Personal Interview, December ll, 1967. 
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vehicles , but other vehicles have be6n used for remedial reading 
classes, 1 driver education and swimming classes, 2 industrial arts 
classes, 3 science classes, 4 and homemaking, speech therapy and 
music training. In the Jefferson County School District, Lakewood, 
Colorado, nine mobile units are in operation. They are used for 
teaching electronics, automotive theory, general metals, power 
mechanics and basic electricity. 5 Basic electronics and power 
mechanics are taught in other units in the high schools of Ellendale, 
North Dakota. 6 
Business and office machines are being introduced on a very 
limited basis in at least one area, Bakersfield, California. 7 This 
mobile unit was developed from a retired school bus. The seats 
were left in place and adjustable table tops were fastened to metal 
straps bolted on the back of each seat. The seats were wide enough 
1American School Board Journal, op. cit., 34. Smith, oo.cit., 
Personal Interview, December 11, 19 6 7. 
2Lawrence E. Houston, "Mobile Classroom Adds Flexibility," 
Grade Teacher, IIXXC, (February, 19 65) , 12 2-24. 
1967. 
3Moody, ~·, 304-05. 
4Bowles, op. cit., 390-92. 
5Meier, op. cit., Personal Correspondence, November 8, 1967. 
6England, op. cit., Personal Correspondence, October 18, 
7Hart, op. cit. , 49-50. 
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to allow adequate room for a t ypewriter , books , papers , and other 
supplies. The unit was equipped with typewriters, adding machines, 
and a duplicating machine. The program was developed so that other 
office equipment could be added as the course expa nded . 
The schedule of the unit wa s to spend one-half day each week 
at each of the t en schools it served . This schedule was maintained 
on a regular basis throughout the school year. 
The cost of the program was considered very l ow and for s ix 
years the number of participating schools increased . No school s 
dropped the program. 
Oth er u ses for mobile c lassrooms include adult education, 
vocational counseling, a history mobile, art-mobile and a mobile 
radioisotope training laboratory. 1 It was recently announced that a 
mobile c hurch would be put into use on the Navajo Indian Reservation 
in Albuquerque , New Mexico. 2 
Occasionally business and educati on team up to present a 
show that benefits both parties. Thi s was the case in the "Modern 
Machines in Motion Show" presented to the general public and par-
ticularly businessmen by the Business Division of Southwes t ern 
1Mobile Facilities for Entry Work Skills, Nevada School 
Planning Laboratory, {July , 1967), 23-25. 
2Editorial, "A Mobile Church," Deseret News, Church Sec-
tion, (December 23 , 19 6 7) , 13. 
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College in Chula Vista, California. Twelve exhibiting companie s 
brought forty-five different machines for demonstration. 
Direct sales i s not the aim of the exhibiting companies. The 
purpose of the show i s good public relations and le tting people know 
what equipment they have available. Businessmen and other interested 
people come at their leisure time and usually spend more time convers-
ing with salesmen than they do at traditional sales shows •1 
Another effort by business to benefit 6ducation exists betw6en 
General Precision Incorporated and Allstate Insurance Company. To-
gether they developed a simulated driver training laboratory that accom-
modates seventeen students in a mobile trailer or thirty students in a 
regular c lassroom. 
The training system, called the Link/Allstate Good Driver 
Trainer , incorporates learning situations which are impossible to 
practice in an actual automr:>bile without great danger involved. Train-
ing stations consist of actual automobile controls such as a steering 
wheel, shift l ever, clutch, brake and gas pedal and actual instrument 
panel controls. 2 
1Thomas M. Pa squa , Jr ., "Business Machines Shows Can Help 
Community Colleges," Business Education World, IIIL, (November, 
1966), 22-23' 37. 
2The Link/Allstate Good Driver Trainer, General Precision/ 
Link Group, LP 3614, October l, 1967. 
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From the articles researched , t he co~t of mobile units apparently 
ranges from $5001 for a do-it-yourself project by the local Ja ycees C lub 
up to $50 ,0 00 for a fifty-four foot long trailer unit custom-made . 2 
Cost of books , equipment, and teaching supplies are additional. Size 
and cost of vehicles depends entirely on the purpose for which they are 
used. 
Most vehicles were equipped with rarpet , desks , audio-·visual 
r,q ui pm<;'lt, Huorescent linhting , a heati.n? unit , a filing ccobi.net , and 
un elnctrica 1. outle t for pb1gging lnto a cr~ntral so•trce of electricity at 
"ach school. Other single features on mdividual units included a 
sw ivel chai.r for the drivc,r that turns anrl acts as a t eacher's desk chair , 
d isplay windows that can be changed, 3 shelves for storing or di splay, 
Nork tables, and a cha lkboard . 4 
Bookmobiles were usually driven by part- time instructors in 
·;ach district or a part-time librarian. Some vehicles were driven by 
5 graduate students who were working on or had worked on related pro-· 
1American School Board Journal, op. cit., 34 . 
2Mobile Facilities for Entry Work Skills, Qlh..£:!.t· , 23-25 . 
3Rodney Wells, "Mobile Materials Units ," Ameri can School 
Board Journal, CLIII, (December, 1966) , 32-33 . 
4School Management , "A Special Fac1lity for Special Educa-
tion, " VII, (October , 19 63) , 7 6 . 
5Moody, .QJ2.,___gil; ., 304-05. 
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jec ts. 1 A necessary requirement for some of Lhe drivers was to have 
a current teaching certific ate . 2 
No particular patt ern was found in the length of stay or the 
regularity of visits t o schools by the types of units reported. Some 
mobile units visited schools once each week while other s stayed for 
four or five days a t a time and then didn't return for four or five weeks . 
Six weeks a t each participating school seemed to be the mos t common 
length of stay . 3 
Re:>earch indicated that busine3s and industry have done some 
work with mobile vans for usc in sales demonstrations and product 
exhibits. Display vans were custom built and were usually 40 feet 
in l ength. This type of mobi.le showroom ·was pulled by a tractor, and 
the cost for the entire unit was near $30 ,0 00. 4 
Concerning the acquisition of mobile units, one writer has 
sugge s t ed five pos sible ways of obtaining such units . Three of these 
sugge s tions arc applicable for educational purposes : 5 
lwells , oo. cit. , 32-33. 
2J . P . Satterstrom , "Mobile Unit Goes to Rural Schools , " 
Industrial Arts and Vocational Education, XXXIX , (September , 19 50), 
362-63 . 
3Meier, op . cit. , Personal Correspondence, November 8 , 1967. 
4Sales Management , "Auto Makers Sell Safet y Via Exhibit , " 
XC, (May 17, 1963), 130. 
5School Management , .QQ. c it., 76 . 
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l. Outright purchase of new or used vehicle. 
2. Conversion of an old school bus, home trailer, or the like. 
3. Lease or rent. 
Another type of mobile classroom that serves an educational 
purpose is a building that can be moved from one location to another. 
Such buildings range in size from 26 x 36 feet1 to 10 x 50 feet. 2 
These buildings are built of a light weight material which makes them 
light enough to load on a truck or trailer and hauled to a new location . 
This can be done within a few hours. These classrooms will hold up 
to thirty students , and are ideal for areas that fluctuate a great deal 
in population. After they serve their purpose in one area they can 
easily be loaded and taken to another area when a need arises. 
3 
1Houston, op. cit ., 122-24. 
2Moody, op. cit. , 304-05. 
3rarm Journal, "Short of Schools, Try Classroom on Wheels," 
YNC, (September , 19 61) , 66B. 
CHAPTER III 
INTERPRETATION OF DATA 
This chapter contains an interpretation of the data gathered for 
the project. A discussion of the objectives of the project , classroom 
and e quipment costs, scheduling, instructor 's salary, text and refer-
ence books, the presentations and other details is included . · 
All exhibits referred to can be found in Appendix A, beginning 
on page 44. 
References cited as personal correspondence and communication 
with other mobile classroom personnel are included in Appendix B, 
starting on page 7 4. 
Objectives of the Project 
Exhibit 1 indicates the primary objective of the proposed pro-
ject which is to provide training under simulated office conditions to 
office occupations students in small high schools. While this objec-
tive is of utmost importance, there are "secondary objectives which 
although not the subject of individual evaluation, are nevertheless of 
15 
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great prac tic al importance. ,l These are a lso lis ted in Exhibit 1. Although 
the primary objective is to provide training for students i n sma ll high 
schools , this training is of little value unless s tudents are better pre-
pared to accept employment in an office position. This is the goal of 
the project and should be kept in mind by both s tudent s and teachers 
who use the mobile c la ssroom. 
Other general criteria of the project are listed in Exhibit 2. 
The se are general characteristics , conditions, requirements, limita-
tions , and objectives of the proposed projec t. 
Possible Course Offerings 
The courses offered in the mobile classroom will be determined 
as a result of the wants and needs of the participating schools. Any 
office practice subject can be taught in the c las sroom. 
Students who have completed one year of typewriting and one 
year of shorthand will be qualified to enroll in any course offered in 
the c la s sroom. If a sufficient number of students have not had first 
year typewriting or shorthand, those subjects can also be offered. 
To achieve maximum use, the c la ssroom will be equipped for 
instruction i n eight courses. Subjects selected by each school will 
depend on the criteria previously mentioned . All courses cannot be 
1Garth A. Ha nson, Simulated Business Offices for Secondary 
Schools, U .S. Office of Education, (Washington , D.C. : Bureau of 
Research, June 15, 1967), 6. 
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offered simultaneously and additional courses may be offered when a 
need exists. 
Exhibit 3 lists the basic courses that will be offered in the mobile 
c lassroom. These courses are vocational in nature, or contribute to 
proficiency in office occupations, which is one of the main goals of 
the project. The basic courses include typewriting, office practice, 
recordkeeping, filing, calculating machines, shorthand, data processing, 
and simulated office practice. General objectives for the eight basic 
subjects are listed in Exhibit 4. Additional classes for students and 
adult education courses are listed in Exhibit 5. As Exhibit 5 indicates, 
personal use subjects and specialty classes can be offered depending 
upon the need and interest of the schools involved. Each of the eight 
basic subjects offered to students can also be offered to adults, pro-
viding they have had the proper background. 
Determining a Cost Estimate of the Classroom 
After some investigation of other mobile classrooms, 1 a mobile 
home shell was chosen as the most feasible vehicle to use for the class-
room and facilities. 2 
1Personal Interview, Reid E. Smith, Principal, Hillview Elemen-
tary School, Idaho Falls, Idaho, December ll, 1967. 
2Personal Correspondence, Larry M. Meier, Supervisor, Tech-
nical-Vocational Education, Jefferson County School District R-1, 
Lakewood, Colorado, November 8, 1967. (See Appendix B) 
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The classroom interior will be open with a built-in storage 
closet and several cabinets. Shelves for mounting of equipment while 
in use and for storage will also be included. Facilities in the class-
room will include an air conditioning unit, carpeting, except in stor-
age areas, electric heating, fluorescent lighting, a sink with a twenty 
gallon hot water heater, and electrical outlets every four feet through-
out the length of the classroom. A connection for easy hookup to the 
power source at each school will be located on the outside of the 
classroom. The classroom will be custom-built to include two doors 
and two or more windows. 
On the basis of this information, two1 mobile home dealers were 
asked to submit a preliminary cost estimate of a trailer. The estimates 
were between $500 to $1,000 different and an additional $1,000 was 
added to each estimate to cover shelves and cabinets not included in 
the original plans. Final estimates were: 
12' x 30' Trailer- $6,775 
12' x 40' Trailer- $7,275 
12' x 51' Trailer- $7,775 
1Barney' s Mobile Homes, Barney Johnson , Proprietor, Logan, 
Utah, October 15, 19 6 7, and Romrell Freeway Sales, Roland T. Romrell, 
President, Idaho Falls, Idaho, December ll, 1967. 
The Interior Arrangement of the Classroom 
The interior arrangement of the classroom will be designed in 
a traditional classroom style and/or arranged on a model office basis. 
The basic difference in the model office layout is a "reception area" 
located in the front of the classroom with a clock, coat hanger, maga-
zine table and reception chairs. Student desks and other working 
areas will also be arranged to simulate an office layout. 
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The arrangement and length of the c lassroom will determine the 
number of s tudents that can be accommodated at one time and the courses 
that can be offered. 
Exhibit 6, Plan 1, indicates a 12' x 30' trailer with the interior 
arranged in a model office la yout. There are four student desks, two 
teaching s tations in the ca lculating center and two teac hing stations 
in the duplicating center. An audio-visual center for preparing visual 
aids, vi ewing films, listening to tapes and storage of equipment is also 
included. 
Exhibit 7, Plan 2, shows a 12 ' x 40' trailer with seven student 
desks and three teaching stations i n the cal c ulating center, and two 
teaching stations in the duplicating center making a total of twelve 
teaching stations. The interior furniture is arranged in a class-work-
room layout, with desks on both sides and no reception area. An audio-
visual area is inc luded in the front of the c lassroom. 
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Exhibit 8 , Plan 3, illustrates a 12 ' x 40' trailer with similar 
tea ching stations to Plan 2. Plan 3 has a reception area as in Plan 1 
and i s arranged in a model office layout. Plan 3 has one less student 
desk than Plan 2, but has one additional teaching station in the cal-
c ulating area. 
Exhibit 9, Plan 4, indicates a 12' x 51 ' classroom arranged i n 
a tra ditional classroom style with one area designated as a data pro-
cessing center. The data processing center can be entered from e i ther 
inside or outside the trailer and can be used as a separate classroom. 
Thi s plan has five student desks, two teaching stations in the dupli -
cating center , four teaching stations in the calculating center and s ix 
work stations in the data processing center for work on keypunch or 
verifying machines. An audio-visual center is located in the main 
area next to the da ta-processing center . A total of seventeen stu-
dents can be taught using this arrangem e nt. 
Most business subjects can be taught in the four plans men-
tioned thus far. The classroom and equipment is best suited to te a c h 
th e eight basic subjects previous l y mentioned. Data processing c a n 
be taught if the desks are removed from the classroom and stored, 
and keypunch and verifyi ng machi nes installed. Keypunch and verify-
i ng machines woul d be rented for t his purpose. This woul d allow the 
classroom to make one visit among the i nvolved schools offering the 
regular courses, then returning several weeks later to offer data 
21 
processing . In Pbn 4, (Exhibit 9) th"' data-procsss ir,g e quipment would 
remain in the classroom during the entire school year . 
Exhibit 10, Plan 5, illustrates a 12 ' x 51' classroom wit hout a 
reception area. Seven s tuder.t desks a re located along one side and a 
work table for eight calculating machines is located on the other side . 
Two teaching stations are l ocated in the duplicating center. This plan 
also includes four file cabin6ts, a storage area, supply shelves and 
a n audio-visual center. A total of seventeen students can be accommo-
dated in this classroom. Plan 5~is arranged for tsac~ing t yp6writing 
and shorthand. The calculating area has been modified with folding 
work shelves that are raised into place a nd used as typewriter shelves. 
This arrangement will accommodate eleven students in either firs t or 
second year typewriting or first or second year shorthand . 
Exhibit 12, Plan SB indicates another arrangement of Plan 5. 
The regular student desks are removed and replaced by keypunch and 
verifying machines . The four shelves used for typewriting and short-
hand are folded out of the way to make room for eight student stations. 
This design is for teaching calculating machines or data processing. 
Eight students using calculators or adding machines and seven s tu -
dents using data processing machines can be working simultaneousl y . 
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Determining a Cost Estimate of the Instructor's Salary, Classroom 
Furniture and Equipment, Books, and Other Related Classroom Expenses 
Instructor's Salary 
In addition to the cost of the trailer shell housing the classroom, 
a cost estimate of equipment, teacher's salary and overhead, per diem, 
insurance, teaching supplies, service contracts, machine rental, text 
and reference books, and miscellaneous maintenance costs was calcu-
late d. A comparison of the initial cost and first year's operation of 
each classroom plan is listed in Exhibit 13. 
Because of the technical nature of the classroom equipment, a 
specialized instructor is necessary. This instructor would work in 
close cooperation with the instructor at each school. The instructor 
may live in a motel in each community where the classroom is located 
or may live in a community within reasonable traveling distance to 
all schools using the classroom. A per diem would be offered in the 
first situation; a traveling allowance in the second. For purposes of 
arriving at an estimated per diem cost, $15 a day for a period of 48 
weeks was used. This amounts to $5,040. A starting salary of $7,500 
for twelve months was considered equitable and in line with other 
salaries throughout Utah, according to Mr. Garth A. Hanson, Utah 
Teacher-Educator for Office Occupations. Overhead expenses amount 
to about ten percent of the base salary or $750, bringing the total 
figure to $13,290 for salary, overhead and per diem. Salary expense 
without per diem would amount to $8,250. 
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Classroom Furniture 
Classroom furniture prices were obtained from the Utah State 
University Bookstore , Utah State University Purchasing Department 
and from c lassroom equipment catalogues published by All Steel Office 
Furniture and the Surgical Supply Center. 
Furniture costs range from $2,022.35 for a 12' x 30' classroom 
(Exhibit 6) up to $2, 69 2.15 for a 12' x 51' classroom (Exhibit 10). Par-
titions range in cost from $450 to $700 for each classroom, depending 
on the number needed. The use of partitions is optiona l and space in 
the classroom will be available for storing partitions and other equip-
ment when not in use. 
Equipment 
Classroom equipment is the major expense in getting the mo-
bile unit ready for instruction. 
Equipment prices were obtained directl y from company sales 
representatives, the classroom equipment guide listed in March, 1967 
Business Education World, Utah State University Purchasing Depart-
ment, and records of the Busi ness Education and Office Administration 
Department at Utah State University. Equipment costs range from 
$13,203.55 for the 12' x 30' classroom (Exhibit 6) to $20,243.55 for 
the 12' x 51' classroom (Exhibit 10). 
Miscellaneous office equipment includes scissors, book ends, 
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letter openers, staplers, in-out tra ys and incidental office supplies. 
Costs for miscellaneous equipment amounts to $352.65 for the smallest 
classroom (Exhibit 6) to $589.15 for the largest classroom (Exhibit 10). 
Prices for this equipment were obtained from the Utah State University 
Bookstore. 
Text and Reference Books 
The next set of figures in Exhibit 13 is an estimate of the costs 
for textbooks and reference books. 
Textbook prices were obtained from catalogues published by 
South-Western Publishing Company and Gregg Publishing Company. 
As will be noted, neither company had a price listed for Simulated 
Office Practice textbooks. Materials furnished by Utah State Univer-
sity are available for this course, however. Costs for textbooks 
differ according to the number of teaching stations in each classroom. 
Textbook costs for Exhibit 6, Plan l which has 8 teaching stations 
amounts to $288.84. Costs range up to $488.04 for Exhibit 10, Plan 
5, which has 17 teaching stations. 
Reference book prices were obtained from the Utah State Univer-
sity Bookstore. A dicti onary, word book and a thesaurus reference 
book will be placed on each desk, in the calculating machines work 
areas, and in the duplicating and audio-visual center. Additional ref-
erence books used in offices are also included in the classroom as a 
reference library. As can be seen in Exhibit 13, costs for reference 
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books range from $260.45 to $381.5 0 . The reference books listed are 
suggestive and final decision on whic h books are used will be deter-
mined by the needs and wants of the schools using the classroom. 
Workbooks are not included in text or reference book costs 
because they will be purchased by individual students and will not 
add to the cost of the project. 
Servic e C ontra c ts 
Many office equipment manufa c turers sell a service contract 
with their equipment. This inc lude s inspection and servicing of 
machines when they do not operate properly. Service contracts often 
save money for equipment owners and are included in the costs of 
the mobile c lassroom. Contl·a c t costs vary according to brands and 
types of machines. Service c ontract c osts were obtained from the 
records of Utah State University Business Education and Office Admin-
istration Department and company sales representatives. Individual 
service contract costs range from $15 per year for a ten-key adding 
machine to $200 per year for an offset press. Total service con-
tract costs range from $709 for the e quipment in the 30' classroom 
(Exhibit 6) to $1,179 for the equipment in the 51' classroom (Exhibit 10). 
Data Processing Rental 
International Business Machine s Corporation was contacted 
to obtain rental prices on keypunch and verifying machines. There 
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is a transportation charge of $40 per machine each time they are moved 
in or out of the classroom. Data proce s sing equipment woul d be rented 
for four and one-half months, (half the school year) except in Plan 4, 
Exhibit 9. If this plan was adopted, the data processing equipment 
would remain in the c lassroom nine months. 
Renta l charges for keypunch and verifyi ng machines are listed 
in Exhibit 13. These cos ts amount t o $972 for the machines in the 
smallest classroom , Plan l r $1,782 and $1,498.50 for the 12' x 40' 
c lassrooms, Plans 2 and 3 respectively; $2,916 for Plan 4, 12' x 51' 
(9 months) and $1,701 for Plan 5, 12' x 51'. 
Transportation charges are calculated on the basis of one 
move to and from the classroom each year. The data processing equip-
ment would be returned to the manufacturer during the summer months 
to reduce rental costs. Transportation costs range from $320 to $560 
depending on the nu mber of machines involved . 
Teaching Supplies 
The next cost t o be considered is teaching supplies. This 
cost is diffi cult to estimate since the number of schools and stu-
dents using the classroom during a school year is unknown. A cost 
of $1,000 for the 12' x 30' classroom, $1,250 for the 12' x 40' class-
rooms and $1,500 for the 12 ' x 51' classrooms was considered a 
realistic estimate by an experienced office s i mulation i nstructor, 
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Mr. Ja ck Drenth , Santana High School, Santee , California. 1 Teaching 
supplies include paper, offset mats, punch cards, typewriter ribbons 
and other supplies necessary to run and maintain an office. 
Insurance 
Insurance costs to cover the c lassroom and the equipment in-
side was investigated. The Utah State In surance Company in the 
state capitol building was contacted and quoted a cost of $2.00 for 
every $100 worth of value insured . Items to be insured include the 
c lassroom, furniture, partitions, offi ce and miscellaneous equip-
ment, text and reference book s and classroom teaching supplies. 
The insurance is a $100 deductible-a ll risk policy and would cost 
$489 .0 6 for the smallest cla ssroom and equipment, (Exhibit 6) and 
range up to $675.38 for the largest classroom size, Exhibit 9. 
Classroom Maintenance 
Classroom maintenance expense includes replacement of 
tires, light bulbs, heater or air conditioner repair, $100 for deduc-
tible insurance and other costs connected with maintaining the 
classroom itself. This cost was estimated to be $400 for the 
12' x 30' classroom (Exhibit 6), $450 for the 12' x 40' classrooms 
1Personal Interview between Mr. Ja ck Drenth , Santana High 
School and Professor Garth A. Hans on, Utah State University, held 
at Santa na High School, Santee, California, April, 1967. 
(Exhibits 7 and 8), and $500-$600 for the 12' x 51' classrooms 
(Exhibits 9 and 10}. 
Electrical Hookup 
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The Logan city engineer was contacted to obtain an estimate 
of the cost of an electrical hookup. A number 10 wire is necessary 
for the hookup at each school which requires a double 220 volt line, 
fifty to one hundred feet in length. This would cost approximately 
$50. 
Totals 
The figures in Exhibit 13, following electrical hookup, in-
dicate the initial costs and operation of each classroom for the 
first year. The total figures include a cost from each of the areas 
previously discussed. 
The totals, as they were computed, are as follows: 
Exhibit 6, Plan l, 12 ~ x 30' - $ 40,682.90 
Exhibit 7, Plan 2, 12' x 40' - $ 46,959.27 
Exhibit 8, Plan 3, 12' x 40' - $ 46,303.41 
Exhibit 9, Plan 4, 12' x 51' - $ 47,500.55 
Exhibit 10, Plan 5, 12' x 51' -$51,824.77 
The totals will be divided by the number of participating 
schools. For example, if 5 schools were interested in purchasing 
a 12' x 51' classroom and equipment and employing a teacher, the 
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total cos t of $51 , 824.77 would be divided among the 5 schools. The 
initial cost and operation of the classroom the first year for each 
school would amount to $10, 3 64. 9 5. The cos t of maintenance each 
year would also be shared equally by the 5 schools. 
These totals do not inc lude the cost of electricity to opera te 
the c lassroom and equipment per day or the cost of moving the 
classroom from one school t o another. These items will vary wide l y , 
and will not add up to a large amount, except in unusual c ircum-
stances. A cost es timate for movi ng the c lassroom is listed under 
the totals figures in Exhibit 13. A di stance of 30 miles was used in 
calc ulating a moving charge. Thirty miles is an approximate average 
between many small high schools in Utah, and $. 75 per mile is the 
usual c harge of a commercial mover. 1 An alternative to hiring a 
commerc ial mover would be to build a private tractor from an old 
s c hool bus. Materials required i nclude the frame, engine, cab , 
wheels, and wrench. Construction of a trac tor from old school bus 
parts was accomplished by one school district at a cost of $150 plus 
2 
la bor. 
1Personal Interview, Barney Johnson, Utah Mobile Home 
Dealer, Logan, Utah, November 10, 1967. 
2Smith, op. cit., December ll, 1967. 
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Cost of Operations Per Year 
Exhibit 14 lists the costs of operation per year for the five 
classrooms. The sub-totals indicate the cost per year if the class-
room and equipment are not amortized for replacement over a period 
of years. If plans include replacement of the first classroom and 
equipment, then amortization of the classroom (five years),equip-
ment (three to seven years), and text and reference books (five 
years), must be included in the total cost of operation per year. 
These figures are listed in the line indicated totals. Cost of 
electricity and moving the classroom are not included in the "total" 
figure because as previously mentioned, they are considered to 
be nominal. 
All costs of operation per year will be divided among the 
schools participating in the use of the classroom. 
Exhibits 15 through 19 give a detailed breakdown of the cost 
estimates for the classroom furniture, equipment, text and reference 
books, service contracts, and rent on data processing equipment 
for each classroom. Costs differ a ccording to the size and inter-
ior arrangement of each classroom. Equipment in each classroom 
is nearly the same except for quantity. 
Duplicating equipment will be placed in the classroom in 
the area designated as the "duplicating center." There will be 
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storage space under the work tables and i n the storage area for the 
equipment .not in ·use. There is not sufficient working area to use 
all duplicating machines simultaneously. Some equipment will be 
stored while other equipment is being used. 
The "audio-visual center" will include space for perman-
ent mounting of a tape recorder and recorder player. All audio-
visual equipment listed can be used by both teacher and students. 
One or two students could work i ndividually in the audio-visual 
center viewing filmstrips or listening to recorded instructional 
tapes . A 16mm projector and an overhead projector will also be 
available · for use. 
The instructor's desk and each student desk will be 
equipped with a typewriter and a transcribing machine or a combina-:-
tion dictating-transcribing machine. 
The calculating machines available consist of rotary and 
printing calculators and ten-key adding machines. A special' area 
is designated in each classroom as the "calculating machines" 
area. Two calculating machines are inc luded in Exhibit 6, Plan 1, 
three machines are included in Plan 2, four machines can be placed 
in Plans 3 and 4 and Plan 5 can a ccommodate eight machines. In 
Plan 1 the calculating machines course will not include work on the 
rotary calculator. In Plans 1, 2, 3, and 4, students using calcu-
lating machines will rotate with students using other equipment, in 
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order to expose more students to the calculating machines. 
A telephone intercom system will be installed in the classroom . 
There will be a hookup at each student desk, the instructor's desk, 
at each adding or calculating machine station, in the duplicating 
center and in the audio-visual center. Phones will be placed on each 
desk or working area or can be mounted on the wall close to each 
teaching station . The maximum number of intercom stations is six-
teen, making it necessary to use the same control for both the audio-
visual and duplicating center in Exhibits 9 and 10. 
Certain office supplies will be used at each work station. 
Scissors, in-out trays, hole punches, staplers and a scratch pad will 
be placed at each desk . These materials will also be available in 
the duplicating center and in the audio-visual center. In addition, 
each desk will have letter openers, book ends, and typewriter copy 
holders. Wastepaper baskets will be placed by each desk and at all 
other working areas in the classroom. 
The textbooks listed are for use inside the classroom. Text-
books used outside of the classroom will be rented or purchased by 
the students. Extra textbooks are included in the event of loss or 
damage. 
Some reference books (as previously explained) will be placed 
on each desk and others wi ll be placed on shelves in the classroom 
for use when needed. Additional reference books can be purchased 
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with the extra $75 allotted for that purpose. 
Restrictions on Moving a Mobile Trailer in Utah 
According to the Utah Highway Patrol, in the state of Utah a 
twelve foot wide trailer can be moved only on weekdays from one-half 
hour after sunup to one-half hour after sundown . In Weber and Salt 
Lake counties it must be moved between 8:00a.m. and 3:00p.m. 
These restrictions also apply in Box Elder County south of Brigham 
City and on U.S. Highway 89-91 in Davis County . Reasonable and 
prudent care must be exercised in relation to weather and road condi-
tions. A sign stating "wide load" must be attached to the trailer and 
on two-lane canyon roads a pilot truck must precede the trailer. 
A permit issued by the Highway Patrol Office in Salt Lake 
City, Utah, is required for each move. A blanket permit for one 
year can be issued if the vehicle is moved often enough. There is 
no charge for a moving permit or a wide load permit if the vehicle is 
licensed by the State of Utah, or the public school system. 
The vehicle can be licensed by the State of Utah or the 
Utah State Board of Education at no charge and no sales tax will be 
collected when it is purchased. 
Scheduling of the Classroom 
The classroom must be scheduled for use as many hours 
during the day as possible, in order to obtain maximum benefit. 
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Moving it from school to school must be accomplished in a minimum 
a mount of time and th e classroom should be set up and ready for use 
soon after it arrives at each school. Five scheduling alternatives 
are possible, depending on the number of schools involved. If the 
classroom was left at one school one semester and another school 
another semester, only two schools would be involved. Based on 
a thirty-six week school year, a classroom used for nine-week 
periods would serve four school s and if a six-week rotation schedule 
was used, six schools could use the classroom. These alternatives 
and others are listed in Exhibit 20. One classroom will serve two 
t o ten schools during the year, depending on the alternative selec ted. 
Additional uses for the classroom while at each school or 
during the summer include adult education c lasses, summer classes 
for interes ted high school students or adults and summer classes 
taught by qualified college professors that apply toward teacher re-
certification and/ or graduate degrees. 
Selection of Di s tricts for Presentation 
A Utah road map was used t o designate the location of small 
high school s i n the s tate. Mr. Garth Hanson, Utah Teacher-Educa-
tor for Office Occupations and Mr. E. Charles Parker, Utah State 
Specialist in Business and Office Occupations were consulted con-
cerning the small high schools that had the greates t need for the 
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project. Current need was based on present facilities, curriculum 
and number of business teachers at each school. Six areas of the 
state where small high schools are within 50 miles of each other 
were circled and discussed as to how they could benefit from the 
project. Two areas were selected from the six for the pilot program. 
The high schools involved in the two areas chosen to re-
view the proposal included Piute, Beaver, Milford, Parowan and 
Panguitch representing Beaver, Garfield, Iron and Piute Districts 
and Morgan, Park City, North Summit and South Summit representing 
North Summit, South Summit, Morgan, and Park City Districts. The 
reaction of the school administrators in these two areas was con-
sidered representative of other areas in the state where small high 
schools are located. 
School administrators involved were sent a letter containing 
information on the project and were asked to preview it before the 
schedul ed meetings. A copy of the letter appears in Exhibit 21. 
Related information appears in the following exhibits: 
Exhibit 22 -- Questions for Consideration 
These questions were unanswered up to the time of the meet-
ings and a response from school administrators was needed for 
further guidance. 
Exhibit 3 -- Possible Course Offerings 
This exhibit includes a list of eight subjects that can be 
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offered in the mobile cla ssroom. Final selection on c ourse offerings 
depends on the needs and wants of the schools it serves . All curri-
cula cannot be offered simultaneously and additiona l subjects c an 
be offered if a need exists. 
Exhibit 6, Plan l, 12' x 30' Classroom- Model office layout 
Exhibit 7, Plan 2, 12' x 40' Classroom - Class-Workroom la yout 
Exhibit 8 , Plan 3, 12' x 40' Cla ssroom - Model office la yout 
Exhibit 9, Plan 4, 12 ' x 51' Classroom- Class-Workroom layout 
Arrangements were made with Mr . E. Charles Parker , Mr. John 
F . Stephens and Mr. Garth Hanson and the school administrators in-
volved to conduct the meetings on January 9, 1968, and Ja nuary 12, 1968. 
The Presentations 
The first meeting was held with school administra tors of 
Pa nguitch , Piute, Beaver, Milford and Parowan high school s . Eleven 
school administrators and teachers were in attendance in addition to 
Mr . Stephens, Mr. Park er , Professor Hanson and the principal inves ti-
gator, Mr. Arlyn Anderson. The administrators and teachers included: 
Dr . Joe Reidhead, Supe rintendent of Iron County School district; 
Dr. Darre ll Loosle , Superintendent of Beaver County School district; 
Dr. Vermon Barney, Superin tendent of the Garfield County Sc h ool dis-
tric t; Mr. Duane Van Ausdal, Director of Vocational Education in Iron 
County; Mr . Raymond Whittaker , Principal of Piute High School; Mr . 
Carl Whatcott, Principal of Beaver High School; Mr. Jesse Long, 
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Principal of Mi lford High School ; Mr. Mton Morgan, Business Educa-
tion teacher at Piute High School; Mr . Gerald Hawley, Southwest 
Regional Media Center Director; Mr . Donald Whittaker, Superintendent 
of Piute School district; and Mr. Bruce Decker, Principal of Parowan 
High School. 
The second meeting was held in Kamas, Utah, and consisted 
of administrators from South Summit, North Summit, Morgan a nd Park 
City high schools. Those in attendance included: Mr . Ralph Roghaar, 
Superintendent of North Summit School district; Mr . Keith R. Dailey, 
Superintendent of South Summit School district; Mr. Burnis Watts, 
Superintendent of Park City School district; Mr. Louis W. Christensen, 
Superintendent of Morgan School district; Mr. Burdett Johnson , Director 
of the North Eastern Utah Multiple District Cooperative Education 
Service Center; Bertha Anderson, Business Education teacher at 
North Summit High School; and Faun Chidester, Business Education 
tea ch er at South Summit High School. 
The presentation included an explanation of the purposes and 
objectives of the project, discussion of proposed classes that can 
be offered in the classroom, an estimate of what the project would 
cost each district and several different lengths and classroom interior 
layout s were suggested . Severa l scheduling alternatives were dis-
c uss ed and other questions brought out by the admini s trators and 
teachers in attendance were reviewed. 
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Matenal hande d out and discussed at the meeting s i s in-
cluded in Appendix A, Exhibit s l- 9 , 13-20, and 22. All material 
discussed was left with the administrators for closer examination. 
CHAPTER N 
CONCLUSIONS AND RECOMMENDATIONS 
From the response of the school administrators to whom the 
mobile classroom proposal was presented, and in relationship to the 
data gathered and previously discus sed, the following conc lusions 
and recommendations are suggested. 
Conclusions 
The project is worthwhile and can fulfill a need in the small 
high schools of Utah. The cost of supporting the program is impor-
tant to administrators of small high schools because of their limited 
vocational education budget. However, the cost becomes less impor-
tant when thinking in terms of what can be accomplished by helping 
youth become better prepared to find employment in today's competi-
tive society . 
Small high schools should not take a back seat in improving 
their vocational education programs, but should seek and get the 
best and most modern, up-to-date facilities possible. A mobile office 
education c la ssroom may stimulate more students to enroll in office 
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education classes, and can improve the skills of students presently 
enrolled in the program. 
School administrators were in agreement that when the deci-
sion is made to implement the mobile classroom into the small high 
schools' office education curriculum, various phases of the program 
that presently look like obstacles can be worked out. The advantages 
will outweigh the disadvantages. 
Recommendations 
In view of the preceding conclusions, and from the reaction 
of the school administrators attending the two meetings, the mobile 
classroom and equipment should be purchased and placed in an area 
that will benefit several small high schools in Utah. The classroom 
should be ready for a pilot program at the beginning of the 19 68-69 
school year. 
School administrators in attendance indicated that approximately 
15 to 20 students from each school are enrolled in business classes, 
and more students may be enticed to enroll in office education classes 
if the facilities of the classroom are available. This enrollment poten-
tial will require the 51 ' classroom, and the maximum amount of equip-
ment. 
Most administrators were in agreement that the classroom should 
be scheduled to serve four schools during the school year, staying at 
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each school nine weeks. This schedule would enable each school 
to get maximum use from the classroom and also lower the cost per 
school of the classroom, equipment, maintenance and operation. To 
save additional money, the recommendation was made that the mobile 
classroom instructor live in one of the four communities using the 
classroom, and travel to the other three schools. The instructor 
would be given a traveling allowance but not a per diem allowance. 
School administrators in attendance were anxious to see a 
mobile classroom in operation for a year before investing large sums 
of money to purchase a classroom for their own district. 
Upon completion of a successful pilot program for one year, 
each school district involved would be more willing to commit voca-
tional education funds for this purpose. 
Some questions concerning adult education course offerings, 
movement of the classroom, use of the classroom during summer 
months, and evaluation of the program were left unanswered until 
specific districts were chosen for the pilot program. 
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Exhibit 1 
Objectives1 of the Project 
The primary objective of the proposed project is as follows: 
To provide training under simulated office conditions t o 
office occupations students in secondary schools. 
Although it is believed that the achievement of this obj ective wi ll 
provide a generally more interesting and meani ngful learning en-
vironment t o the students involved, the objective is not directed 
to this end alone . Rather, it embra c es a serie s of secondary 
obj ectives which , although not the subj ect of i ndividual evalua -
tion, are, nevertheless, of great pra c tical importance. Briefly, 
these secondary objectives are as follows: 
a. To bring student s kill s up to the standards required 
for employment in busines s offi ces . 
b. To acquaint s tudents with the s tandards of quality 
and quantity of produc tion required for employment 
in business offi ces . 
c . To relate each classroom-taught skill to the jobs 
t o be found in business offices. 
d. To provide experiences in the kinds of work prob-
lems likely to occur in busi ness offices. 
e. To provide experience in working tegether with 
other people in an office team. 
f. To provide a variety of job experiences within a 
short period of time under controlled conditions. 
g. To acquaint students with the way one job relates 
to o thers in an office . 
h. To provide instruction i n office jobs which ma y not 
exist in the local community but will be available 
i n areas where students ma y be employed after 
graduation. 
1Garth A. Hanson, Simulated Business Offices for Secon-
dary Schools, U.S. Office of Education , (Washington, D.C. : 
Bureau ot Kesearch, June 15 , 1967), 6. 
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Exhibit 1--Continued 
i. To provide a practical and comprehensive office 
occupa tions program for students who live in 
areas where they are unable to take part in the 
Cooperative Office Educati on program (COE). 
j. To provi de improved student motivation toward 
all vocationa l office studies available in the 
h igh school curr iculum . 
k. To provide status in the secondary schools to 
office occupations and generally to all voca-
tional education . 
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Exhibit 2 
General Criteria 
A program designed to bring office experiences to high schools 
cannot be developed in a vacuum. Not only must it lead to the achieve-
ment of the specific objectives, but it must conform to the limitations 
and requirements of the state school system , the various school dis-
tricts, and the individual schools. 
The requirements and limitations which apply are listed below. 
Each of these items will be taken into account in the design of the 
mobile c lassroom. 
Thus the office program to be developed as proposed, must: 
a. Be realistic and practical. The office curriculum offered 
must be common and usable in as many different kinds of 
offices as possible. 
b. Familiarize students with interrelationships between var-
ious office activities so that they can conceptualize 
the ir function in the office. 
c . Offer a variety of experiences to all students, high and 
l ow ability alike. These experiences need not be the 
same for both types of students. 
d. Make maximum use of equipment in the mobile classroom 
and regular school classroom throughout the year. 
e. Be applicable to all high schools who desire to use the 
classroom, and who offer the basic office occupations 
courses. 
f. Be operational with minimum teacher involvement in the 
instruction of office procedures. 
g. Teach both skills and attitudes/concepts with equal 
emphasis. 
h. Be operational to the extent that the student participants 
can usually be left to work out their own problems as 
they develop during the class period. 
i. Provide for the evaluation and grading of students. 
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Possible Course Offerings* 
Type II - - - Vocational Typewriting 
Includes work on IBM Selectric, Executive, and Micro-elite 
typewriters. 
Office Practice - - - Vocational 
Inc ludes Duplicating--stencil, spirit, and offset press--trans-
cribing from dictation-transcription machines, and basic 
office typewriting, copying, and mimeoscope work. 
Recordkeeping 
Includes instruction in journalizing, posting, entry making, 
and use of the peg-board accounting system. 
Calculating Machines 
Inc ludes work on rotary and printing calculators, and the 
ten-key adding machine. Also includes concepts of basic 
business math related to ca lculating machines exercises. 
Shorthand 
Includes work on dictating-transcribing machines. 
Data Processing 
Includes work on IBM 026 and 029 keypunch machines, and 
0 56 verifiers. 
Simulated Office Practice 
A complete review of previous instruction dealing with 
office practice procedures and equipment in an office 
setting with a simulated environment. Actual office 
procedure would be employed. 
*All curricula cannot be offered simultaneousl y . 
Type II ---
Office Practice-- -
Recordkeeping---
Filing---
Calculating Machines---
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Exhibit 4 
Course Objectives 
To provide experience on electric type-
writers 
To provide experience with carbon 
ribbons 
To develop the ability to operate and 
maintain the electric typewriter 
efficiently 
To provide experience with portional 
spacing on the Executive typewriter 
To give students the "feeling" of the 
office and the work done in it 
To provide acquaintanceship with trans-
cribing machines, spirit and stencil 
duplication, offset press and basic 
office typewriting 
To provide surface skills in basic book-
keeping procedures: debit and 
credit concepts , journalizing and 
posting, and the use of the peg-
board accounting system 
To develop efficiency and accuracy in 
basic recordkeeping skills 
To provide acquaintanceship with the 
basic rules of filing 
To develop basic skills in subject, 
numeric, geographic, and alpha-
betic filing systems 
To provide acquaintanceship with rotary 
and printing calculators, and ten-
key adding machines 
To gain as much speed and accuracy 
on these machines as possible 
To teach basic concepts of business 
math necessary to operate machines 
effici ently 
Shorthand---
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Exhibit 4--Continued 
To provide advanced shorthand training 
where none previously existed 
To upgrade current shorthand skills 
To provide dictation training using 
modern techniques 
To provide skill training using un-
familiar voices 
Data Processing--- To acquaint students with data processing 
procedures 
To provide experience in key punch 
and verifying operations 
Simulated Office Practice--- To acquaint students with the standards 
required for employment in busi-
ness offices 
To relate each classroom-taught skill 
to the jobs to be found in busi-
ness offices 
To provide experiences in the kinds of 
work problems likely to occur in 
business offices 
To provide experience in working 
together with other people in an 
office team 
To acquaint students with the way one 
job relates to others in an office 
50 
Additional Course Offerings and Adult Education Possibilities 
Additional Course Offerings 
Specialty Typewriting 
Legal 
Medical 
Beginning Typewriting 
Beginning Shorthand 
Office Communications 
Mail Communications Services 
Bookkeeping 
Secretarial Ethics 
Business Math 
General Business 
Adult Education Course Offerings 
Beginning Secretarial Training 
Advanced Secretarial Training 
Personal Use Typewriting (Type U 
Typewriting Skill Building (Type IU 
Calculating Machines 
Key-punch Operation 
Recordkeeping 
Filing 
Shorthand 
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Exhibit 6 - Plan 4f 1 
- ---- Indicates 5' high divider partitions 
a- Coat Rack 
b - Reception Chairs 
c - Magazine Table 
d- Clock 
e - Receptionist Desk* 
f - Shipping Department* 
g - Office Manager* 
h - Billing De partment* 
i - Four- Drawer Filing Cabinet 
j - Chairs 
k - Calculating Center* - Printing Calcu-
lator and Ten-Key Adding Machine 
1 - Audio-Visual Center - Shorthand Lab, 
Built-in space for record player and 
tape recorder, 16mm, overhead, and 
film strip projectors, screen 
m- Sink 
n - Instructors Desk 
o - Built-in Storage Closet 
p - Duplicating Center* - Offset Press, 
Mimeoscope, Stencil and Spirit 
Duplicators and Copying machine, 
storage underneath 
q - Heater, 55 " high with storage or air 
conditioner above 
r - Wastepaper basket 
* - Indicates Teaching Stations 
Mobile Simulated and Advanced Office 
Classroom 
Model Office Layout 
12' X 30' 
Scale: 3/16" = l' 
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----- Indicates 5' high divider partitions 
a - Audio-Visual Center - Shorthand lab, 
built-in space for record player (b) 
and tape recorder (c) , l6 mm, over-
head, and film strip projectors and 
screen (d) 
e - Student Desk* 
f - Duplicating Center* - Offset Press, 
Mimeoscope, stencil and spirit 
duplicators and copying machine, 
storage underneath 
g- Sink 
h - In structors Desk 
i - Four-drawer filing cabinet 
j - Chair 
k - Heater, 55" high with storage or air 
conditioner above 
l - Built-in storage closet 
m - Calculating Center* - Rotary and 
Printing calculator , ten-key 
adding machine 
n - Wastepaper basket 
* - Indicates Teaching Stations 
Mobile Simulated and Advanced Office 
Classroom 
Class-Workroom Layout 
12 ' X 40' 
Scale: 3/16" = l' 
~ /; ~' ~' f' 
7 Student Desks 
12 Teaching Stations 
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Exhibit 8 - Plan .jf 3 
----- Indicates 5' high divider partitions 
a - Coat Rack 
b - Reception Chair 
c - Magazine Table 
d - Clock 
e - Receptionist Desk* 
f - Shipping Department* 
g - Billing Department* 
h - Office Manager* 
i - General Secretary* 
j - Accounting Clerk* 
k - Instructors Desk 
l - Heater, 55" high with storage or air 
conditioner above 
m - Four-drawer filing cabinet 
n- Chair 
o - Wastepaper Basket 
p - Calc ulating Center* - two printing 
calculators, rotary calculator and 
ten-key adding machine 
q - Audio-Visual Center - Shorthand lab , 
built-in space for record player and 
tape recorder, 16mm, overhead and 
filmstrip projectors, screen 
r - Built-in storage closet 
s - Duplicating Center* - Offset Press , 
Mimeoscope, Stencil and spirit 
duplicators and copying machine , 
s t orage underneath 
t - Sink 
* - Indicates Teaching Stations 
Mobile Simulated and Advanced Office 
C lassroom 
Model Office Layout 
12' X 40' 
Scale" 3/16" = 1' 
o I' Z' J' #' 
I I ,.., I 
6 Student Desks 
12 Teachi ng Stations 
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Exhibit 9 - Plan i 4 
----- Indicates 5' high divider partitions 
a - Storage Cabinet 
b - Four-drawer filing cabinet 
c - Student Desk* 
d - Instructors Desk 
e - Duplicating Center* -Offset press, 
stencil and spirit duplicators, 
mimeoscope, and copying machine, 
storage underneath 
f - Sink 
g - Calculating Center* - two printing 
calculators, rotary calculator, 
ten-key adding machine 
h - Audio-Visual Center - Shorthand lab, 
built-in spac e for record playe r and 
tape recorder, 16mm, overhead, and 
film strip projectors, s c reen 
i - Built-in storage closet 
j - Heater, 55" high with storage or air-
conditioner above 
k - Chair 
1 - Data Processing Center 
m- 026 Keypunch* 
n - 029 Keypunch* 
o - Wastepaper Basket 
p - 056 Verifyer* 
q - Work Table 
* - Indicates Teaching Stations 
Mobile Simulated and Advanced Office 
Classroom 
Class-Workroom Layout 
12' X 51' 
Scale: 3/16" = l' 
0 1' £' ~' 1'-' 
f I I I 
5 Student Desks 
17 Teaching Stations 
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a - Duplicating Center* - Offset Press , sten-
cil and spirit duplicators, mimeoscope , 
and copying machine, storage underneath, 
screen 
b- Sink 
c - Audio-Visual Center - Shorthand lab , 
built-in space for record player and 
tape recorder, 16mm, overhead and 
film strip projectors 
d - Storage and supply shelves 
e - Ins tructors Desk 
f - Student Desk* 
g - Calculating Center* - three rotary 
and printing calculators, two 
ten-key adding machines 
h - Heater, 55 " high with storage or air-
conditioner above 
i - Four-drawer filing cabi net 
j - Built-in storage c loset 
k - Chairs 
1 -Wastepaper basket 
* - Indicate s Teaching Stations 
Mobile Simulated and Advanced Office 
Classroom 
Class-Workroom Layout 
Plan for teaching Recordkeeping , Filing, 
Office Practice and Simulated Office Practice 
12' X 51' 
Scale: 3/16" = l' 
~ 't 4' 1" t ' 
7 Student Desks 
17 Teaching Stations 
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Exhibit ll - Plan 4f SA 
a - Duplicating Center* - Offset Press 
stencil and s pirit duplicators , 
mimeoscope, and copying machine; 
storage underneath, projection 
screen 
b - Sink 
c - Audio-Visual Center - Shorthand lab, 
built-in space for record player and 
tape recorder, 16mm, overhead and 
film strip projector 
d - Storage and supply shelves 
e - Instructors Desk 
f - Student Desk* 
g - Student stations with typewriter 
and dictating-transcribing equip-
ment--These are fold-down shelves 
that are folded up and locked in 
place when teaching typewriting 
and shorthand 
h - Heater, 55" high with storage or air 
conditioner above 
i - Four- drawer filing cabinet 
j - Built-in storage closet 
k - Chairs 
1 - Wastepaper basket 
* - Indicates Teaching Stations 
Mobile Simulated and Advanced Office 
Classroom 
Class-Workroom Layout 
Plan for teaching Typewriting and Shorthand 
12' X 51' 
Scale: 3/16" = 1' 
0
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.E~bibit I 2 - Plan .Jr SB 
a - Duplicating Center* - Offset Press, 
stencil and spirit duplicators , 
mimecscope, and copying machine; 
storage underneath 
b- Sink 
c - Audio-Visual Center - Shorthand lab, 
built-in space for record player and 
tape recorder, l6mm, overhead and 
film strip projectors 
d - Storage and supply shelves 
e - Instructors Desk 
f- Data Processing Stations*- Key 
punch and verifying machines 
g - Calculating Center* - Three rotary 
and printing calculators, two 
ten-key adding machines 
h - Heater, 55" high with storage or 
air conditioner above 
i - Four-drawer filing cabinet 
j - Built-in storage closet 
k- Chairs 
l - Wastepaper basket 
* - Indicates Teaching Stations 
Mobile Simulated and Advanced Office 
Classroom 
Class-Workroom Layout 
Plan for teaching calculating machines 
and data processing 
l2'x51' 
Scale: 3/16" = 1' 
0 ,, 2' J' ~, 
I I I II 
7 Data Processing Stations 
8 Calculating Stations 
Classroom {Custom 
built and basic 
furnishings) 
Instructor's Salary 
(12 Months) 
Salary Overhead 
Per Diem (48 Weeks) 
Cl assroom Furniture 
(Desks,chairs,etc .) 
Partitions -Opt ional 
Classroom Equipment 
Misc. Office Equip. 
Textbooks 
Reference Books 
Service Contracts 
Rent on Keypunch 
and Verifier Mach. 
(4~ Months) 
Transportation 
Teaching Supplies 
(Paper,mats,cards, 
ribbons, e t c.) 
Insurance* ($100 de-
ductible, all - risk) 
Classroom Mainten-
ance (Lights, tires 
deductible, etc.) 
Electrical Hookup 
TOTALS 
Cost for commercial 
vehic 1e to move 
the classroom per 
mile 
Cost for 30 Miles 
Other Expense 
Initial Cost and First Year's Operation 
$ 
Pl an fll 
30 ' 
6,775.00* 
7,500.00 
750.00 
5,040.00 
2,022.35* 
450 .00* 
13,203.55* 
452.65* 
288.84* 
260.45* 
709.00 
972.00 
320.00 
1,000.00* 
489.06 
400.00 
50.00 
$40,682.90 
.75 
22.50 
$ 
$ 
Plan /12 
40' 
7' 275 . 00* 
7,500.00 
750.00 
5,040.00 
2,277 .15* 
700.00* 
16,585.55* 
581. 35* 
399 . 31* 
314.25* 
908.00 
1,782.00 
560 . 00 
1,200.00* 
586.66 
450.00 
50 .00 
$46,959.27 
. 75 
22.50 
$ 
$ 
Plan /13 
40 ' 
7,275.00* 
7,500 .00 
750.00 
5,040.00 
2,383.55* 
650.00* 
16,318 .55* 
564. 70* 
352.68* 
314.25* 
895.00 
1,498.50 
480.00 
1,200.00* 
581. 18 
450.00 
50.00 
~46' 303.4 1 
. 75 
22.50 
$ 
$ 
Plan /14 
51 ' 
7' 775 .00* 
7,500.00 
750.00 
5,040.00 
2,264.65* 
700.00* 
15,289.55* 
610.80* 
472.96* 
314.25* 
759.00 
(9 Mos.) 
2,916.00 
480.00 
1,500 .00* 
578.34 
500.00 
50.00 
$47,500.55 
.75 
22.50 
$ 
$ 
Plan ff5 
51' 
58 
7,775.00* 
7,500.00 
750.00 
5,040.00 
2' 692. 15* 
20,243.55* 
689. 15* 
488.04* 
381. 50* 
1,179 .00 
l, 701.00 
560.00 
1,500.00* 
675.38 
600.00 
50 . 00 
$51,824.77 
.75 
22.50 
$ 
59 
Exhibit 14 
Cost. o:": Opercition Per Ye ar 
Plan itl Plan 412 Plan 413 Plan 414 Plaa 415 
30' 40' 40' 51' 51' 
Instructor' s Salary $ 7,500.00 $ 7,500.00 $ 7,500.00 $ 7,500.00 $ 7,500.00 
(12 Months) 
Salary Overhead 750.00 750.00 750.00 750.00 750.00 
Per Diem (48 Weeks) 5,040.00 5,040.00 5,040 . 00 5,040.00 5,040.00 
Service Contracts 709.00 908.00 895.00 759.00 1,179 .00 
Rent on Keypunch 
and Verifier Mach. (9 Mos.) 
(4~ Months) 972.00 1,782.00 1,498.00 2,916.00 1,701.00 
Transportation 320.00 560.00 480.00 480 .00 560 .00 
Teachiag Supplies 
(Paper, mats,card s, 
ribbons, etc.) 1,000.00 1,200.00 1,200.00 1,500.00 1,500.00 
Insurance ($100 de-
ductible,all-risk) 489.06 586.66 581. 18 578.34 675.38 
Classroom Mainten-
a nee (Lights, tires 
theft, deductible, 
etc.) 400 .00 450.00 450.00 500.00 600.00 
SUBTOTALS 17' 180.06 18' 776. 66 18,394 . 18 20,023.34 19,505 .38 
Amortization: 
Classroom - 5 Yrs. 1,355 .00 1,455.00 1,455.00 1,555.00 1,555.00 
Equipment -3 -7 Yrs. 2,904.49 3,884.04 3,552.45 3' 314.65 3,808.34 
Textbooks - 5 Yrs. 57.77 79.86 70.53 94.59 97.60 
Reference Bks,5 Yrs 52.09 62.85 62.85 62.85 76.30 
TOTALS $21,549.41 $24,258.41 $23,535.01 $25,050.43 $25,042 .62 
Cost for comrnerc ial 
vehicle to move 
the classroom 
per mile .75 . 75 .75 . 75 .75 
(30 Miles) 22.50 22.50 22.50 22.50 22.50 
Other Expense $ $ $ $ $ 
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Exhibit 15 - Plan fl 1 
Costs 
Quantity Price Sub-
Desired ~~ Totals Totals 
Classroom Furniture: 
Instructor s Desk l (30 X 6Q) 170.00 170.00 
Student Desks 5 (30 X 55) 145.00 725.00 
Chair s 9 33.00 297 .00 
Place Mats 9 15.00 135 .00 
Machine Stand 1 24.95 24.95 
Vacuum Cleaner 1 95.00 95.00 
Filing Cabinet 3 70.80 212 .40 
Chalk-Bulletin Board 2 25 . 00 50.00 
Lounge Area (Optional) 
Coat Hanger 25.00 25.00 
Two-Place Sofa 95.00 190.00 
Lounge Chair 49 . 00 49.00 
Coffee Table 34 . 00 34.00 
Clock 1 15.00 15.00 $2022.35 
Partitions (Optional ) 9 50.00 450.00 450.00 
( 
----
____ .. 
Classroom Equipment: 
Duplic ating Machines--
Mimeoscope 64.50 64.50 
Offset Press 1500.00 1500.00 
Copy Machine 1175 . 00 1175.00 
Fluid Duplicator 425.00 425. 00 
Stencil Duplicator 1 650.00 650.00 $3814.50 ( 
Audio-Visual Equipment--
Tape Recorder (Reg.) 160.00 160.00 
Tape Recorder (De lux) 500.00 1500.00 
Record Player 125.00 125.00 
Shorthand Lab(Base Price)l 1000.00 1000.00 
Each Individual Sta. 4 100.00 400.00 
Overhead Projector 1 199.00 199.00 
Projection Screen 1 40.00 40.00 
Film Strip Projector 1 159.50 159.50 
16mm Projector 1 650.00 650.00 $4233.50 
( 
Typewriters--
IBM Executive 1 505.00 505.00 
IBM Micro Elite 1 567.00 567.00 
IBM Selectric 3 ( 340.00 1020.00 $2092.00 
Calculating Machines--
Printing Calculator 1 575.00 5 75.00 
Ten-Key Adding Machine 1 215.00 215.00 $ 790.00 ( 
Transcribing Machine 2 402.00 804.00 
Dictating-Tran s. Machine 2 495 .00 990.00 
Telephone Inter-com sys. 9 (Each Sta.) 47.00 423.00 
Wire for Hook-up(lOO ft) 15.00 15.00 
Power Supply 41.55 41.55 $2273.55 
Exhibir 15 -- Continued 61 
Quantity 
Des i red 
Miscellaneous Equipment : 
Scissors 
In-Out Trays 
Hole Punches 
Staplers 
Book Ends (pr.) 
Letter Openers 
Scratch Pad 
Collator 
Paper Cutter 
Timing Clock 
Typewriter Copy Holders 
Wastebaskets 
Extra Supplies 
10 
10 
10 
10 
5 
5 
10 
1 
1 
1 
5 
Textbooks (For use in the clas s room) 
Typewriting (SW) 4 
Office Practice (SW) 8 
Test s 100 
Recordkeeping (SW) 8 
Filing (SW) 8 
Tests (Pkg of 6) 16 
Business Machines (GR) 4 
Shorthand (SW) 4 
Data Processing (SW) 4 
Key-punch training kit 4 
Simulated Office Prac.(USU) 8 
Extra Textbooks (2 each) 
Reference Books: 
Die tionary 9 
Word -Books 9 
Thesaurus (Roget) 9 
Engineering Sec. Handbook 2 
Business Dictionary 2 
Legal Secretaries HB 2 
Secretarial Etiquette 2 
Medical Dictionary 2 
Skill Training for the Job 
Misc. Reference Books 
Service Contracts:(Per Year) 
Offset Press 
Copy Machine 
Fluid Duplicator 
Stencil Duplicator 
Typewriters (Executive) 
Selectric and Micro Elite 
( 
1 
4 
3 
2 
1 
1 
Dictating-Trans. Machine 
Transcribing Machine 
Printing Calculator 
Ten-key Adding Machine 
Mo~th~ IBM Equ1pment Rental (Per 
026 Alph-Num. Key Punch 
029 Alter. Pro. Key Punch 
056 Verifier 
2 
1 
Pr ic e 
fui.sL 
2 .00 
6.00 
3.95 
3 .so 
1. 75 
1.00 
3 . 00 
20.00 
25.00 
30.00 
8.95 
4.95 
Sub-
!E..tal~ 
'0 .00 
0 .00 
39.50 
35. 00 
8.75 
5.00 
30.00 
20.00 
25.00 
30.00 
44.75 
34.65 
100.00 $ 452.65 
3 .52 
4. 80 
. 12 
4. 40 
2.80 
. 20 
2 .49 
4.40 
1. 20 
4.00 
6.00 
14.08 
38.40 
12 .00 
35.20 
22.40 
3.20 
9 . 96 
17 . 60 
4.80 
16.00 
48.00 
67.20 $ 288.84 
5.50 
4.00 
3.95 
5.95 
3.60 
5.65 
5.00 
4.50 
7.50 
200.00 
40.00 
25.00 
60.00 
42.00 
38.00 
30 . 00 
30.00 
25.00 
15.00 
49.50 
36.00 
35.55 
11.90 
7.20 
11.30 
10.00 
9.00 
15.00 
75.00 
200.00 
40.00 
25.00 
60.00 
42.00 
152.00 
90.00 
60.00 
25.00 
15.00 
(q Months) 
54.00 108.00 
63.00 63.00 
45.00 45.00 
$ 260 . 45 
$ 709.00 
$ 972.00 
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Exhibit 16 - Plan fl 2 
Costs 
Quantity Price Sub-
Des i red j"::ach _ Total'!_ Totals 
Classroom Furniture: 
Instructors Desk 1 (30 X 60) 170.00 $ 170 .00 
Student Desks 7 (30 X 55) 145 .00 1015.00 
Chairs 13 33.00 429.00 
Place Mats 13 15.00 195.00 
Machine Stand 1 24 .95 24.95 
Vacuum Cleaner 1 95.00 95.00 
Filing Cabinet 4 70.80 283.20 
Chalk-Bulletin Board 2 25.00 50.00 
Clock 1 15.00 15.00 $2277. 15 
Partitions (Optional) 14 50.00 700.00 700.00 
( ) 
Classroom Equipment: 
Duplicating Machines--
Mimeoscope 64.50 64.50 
Offset Press 1500.00 1500.00 
Copy Machine 1175 . 00 1175 . 00 
Fluid Duplicator 425 . 00 425.00 
Stencil Duplicator 1 650.00 650.00 $3814.50 
) 
----
Audio-Visual Equipment--
Tape Recorder (Reg.) 1 160.00 160.00 
Tape Recorder (De lux) 3 500 . 00 1500.00 
Record Player 1 125.00 125.00 
Shorthand Lab(Base Price) 1 1000 . 00 1000.00 
Each Individual Station 7 100.00 700.00 
Overhead Projector 1 199.00 199.00 
Projection Screen 40.00 40.00 
Film Strip Projector 159.50 159. so 
16mm Projector 1 650.00 650.00 $4533.50 ) 
Typewriters--
IBM Executive 1 505.00 505.00 
IBM Micro Elite 1 567.00 567.00 
IBM Se lee tric 6 340.00 2040.00 $3112 . 00 
Calculat~ng Machines--
Rotary Calculator 
) 
575.00 575.00 
Printing Calculator 575.00 575.00 
Ten-Key Adding Machine 1 215.00 215.00 $1365.00 ) 
Transcribing Machine 4 402 . 00 1608.00 
Dictating -Tr anscribing Mac. 495.00 1485 . 00 
Telephone Inter-com sys. 13 (Each Sta) 47.00 611.00 
Wire for Hook-up (100 ft.) 15.00 15.00 
Powe r Supply 41.55 41.55 $3760.55 
Miscellaneous Equipment : 
Scissors 
In-Out Trays 
Hole Punches 
Staplers 
Book Ends (pr.) 
Letter Openers 
Scratch Pad 
Collator 
Pape r Cutter 
Timing Clock 
Typewriter Copy Holders 
Wastebaskets 
Extra Supplies 
Quant ity 
Desired 
14 
14 
14 
14 
8 
8 
14 
1 
1 
1 
8 
11 
( ) 
Textbooks: ( For use in the classroom) 
Typewriting (SW) 7 
Office Practice ( SW) 12 
Tes ts 100 
Recordkeeping (SW) 12 
Filing 12 
Tes ts ( Pkg . of 6) 24 
Business Machines (GR) 3 
Sh or th and (SW) 7 
Dat a Processing (SW) 7 
Keypunch training kit 7 
Simula ted Office Pr ac.(USU)l2 
Extra Textbooks (2 each) 
Reference Books: 
Dictionar y 13 
Word-Books 13 
Thesaurus (Roge t) 13 
Engineering Sec. Handbook 2 
Business Dictionary 2 
Legal Secretaries HB 2 
Secretarial Etiquette 2 
Medica l Dictionary 2 
Skill Tr a ining for the Job 2 
Misc. Reference Books 
Service Contracts: (per Year) 
Off se t Press 
Copy Machine 
Fluid Duplicator 
Stencil Duplicator 
Typewriters (Executive) 
Selectric and Micro Elite 
Dic t a ting-Tran s. Machine 
Transcribing Machine 
Rotary Calculator 
Printing Calculator 
Te n - key adding machine 
1 
1 
1 
1 
1 
7 
4 
3 
1 
1 
1 ( ) 
I BM Equipment Rental (Pe r 
026 Alph -Num. Key Punch 
029 Alter. Pro. Key Punch 
056 Verifier 
Month ) 
3 
3 
1 
Price 
~ach 
$ 2.00 
6.00 
3 . 95 
3.50 
1. 75 
1. 00 
3.00 
20 . 00 
25.00 
30.00 
8.95 
4.95 
3.52 
4 .80 
.12 
4.40 
2 . 80 
.20 
2 .49 
4 .40 
1.20 
4.00 
6.00 
5.50 
4.00 
3.95 
5.95 
3.60 
5.65 
5. 00 
4.50 
7.50 
200. 0 0 
40.00 
25.00 
60 .00 
42 . 00 
38.00 
30.00 
30.00 
25.00 
25.00 
15.00 
Sub-
7 t a~ 
$ 28. 00 
84.00 
55 . 30 
49 . 00 
14.00 
8.00 
42.00 
20.00 
25.00 
30.00 
71.60 
54.45 
100.00 
24 . 64 
57 . 60 
12.00 
52.80 
33.60 
4.80 
7 .47 
30.80 
8.40 
28.00 
72.00 
67 . 20 
7 1. 50 
52. 00 
51.35 
11.90 
7 .20 
11.30 
10.00 
9.00 
15 .00 
75 . 00 
200.00 
40 . 00 
25.00 
60.00 
42.00 
266.00 
120 .00 
90 . 00 
25 .00 
25 .00 
15.00 
(4~ Months\-~---
54.00 162.00 
63.00 189 .00 
45.00 45.00 
63 
$ 581.35 
$ 399.31 
$ 314.25 
$ 908.00 
$ 1782.00 
64 
Exh ibit 17 - Plan 11 3 
Costs 
Quantity Price "'"J.b -
Desired Each J.ot ale Totals 
Classroom Furniture: 
Instructor s Desk 1 (30 X 60) $ 17() 0 :i $ 170 .00 
Student Desks 6 (30 X 55) 145 .oc 870.00 
Chairs 13 33.00 429.00 
Place Mats 13 15.00 195.00 
Machine Stand 1 24.95 24.95 
Vacuum Cleaner 1 95 . 00 95 .00 
Filing Cabinet 2 70.80 141.60 
Chalk-Bulletin Board 2 25.00 50 .00 
Lounge Area (Optional) 
Coat Hanger 25.00 25.00 
Two-Place Sofa 3 95.00 285.00 
Lounge Chair 1 49.00 49.00 
Coffee Table 34 .00 34.00 
Clock l 15.00 15.00 $2383 .55 
Partitions (Optional) ( 13) 50.00 650.00 650.00 
----- -----Classroom Equipment 
Duplicating Machines--
Mimeoscope 64.50 64.50 
Offset Pre ss 1500 .00 1500 . 00 
Copy Machine 1175 . 00 1175.00 
Fluid Duplicator l 425.00 425.00 
Stencil Duplicator l 650.00 650.00 $3814.50 ) 
Audio-Visual Equipment--
Tape Recorder (Reg.) 1 160.00 160.00 
Tape Recorder (Delux) 3 500 .00 1500.00 
Record Player 1 125.00 125.00 
Shorthand Lab (Base Price) l 1000.00 1000.00 
Each Individual Station 6 100 .00 600.00 
Overhead Projector 199.00 199.00 
Projection Screen 40.00 40.00 
Film Strip Projector 159.50 159 0 50 
l6mm Projector l 650.00 650.00 $4433.50 ) 
----
Typewriters --
IBM Executive 1 505. 00 505.00 
IBM Micro Elite 1 567.00 567 .00 
IBM Selectric 
Calculating Machines--
5) 340.00 1700 . 00 $2772.00 
Rotary Calculator l 575.00 575.00 
Printing Calculator 2 575.00 1150.00 
Ten-Key Adding Machine 1 215.00 215.00 $1940 . 00 ) 
Transcribing Machine 3 402.00 1206.00 
Dictating-Transcribing Mach 3 495.00 1485 . 00 
Telephone Inter-com sys . 13 (Each Sta) 47.00 611.00 
Wire for Hook-up (100 ft 0) 15.00 15.00 
Power Supply 41.55 41.55 $3358.55 
Exhibit 17 - fs?ntinued 
Miscellaneous Equipment : 
Quantity 
Desired 
Scissors 14 
In-Out Tray s 1-'+ 
Hole Punches 14 
Staplers 14 
Book Ends (pr . ) 7 
Letter Ope ners 7 
Scratch Pad 14 
Coll ator 1 
Paper Cutter 
Timing Clock 
Typewriter Copy 
Wastebaskets 
Extra Supplies 
Holders 
Textbooks: (For use in the 
Typewriting (SW) 
Office Practice (SW) 
Te sts 
Recordkeeping (SW) 
Filing 
Te sts (Pkg . of 6) 
Business Machines (GR) 
Shorthand (SW) 
l 
7 
10 
( ) 
classroom) 
6 
12 
100 
12 
12 
24 
Data Processing (SW) 
Key-punch training kit 
Simulated Office Prac.(USU) 
Extra Textbooks (2 each) 
4 
6 
6 
6 
6 
Reference Books: 
Dictionary 13 
Word-Books 13 
Thesaurus (Roget) 13 
Engineering Sec. Handbook 2 
Busines s Dictionary 2 
Legal Secretaries HB 2 
Secretarial Etiquette 2 
Medical Dictionary 2 
Skill Training for the Job 2 
Misc. Reference Books 
( 
Service Contracts: (Per Year) 
Offset Press 
Copy Machine 
Fluid Duplicator 
l 
6 
4 
3 
l 
l 
l 
Stencil Duplicator 
Typewriters (Executive) 
Selectric and Micro Elite 
Dictating-Trans. Machine 
Transcribing Machine 
Rotary Calculator 
Printing Calculator 
Ten-key Adding Machine ( ) 
Month) 
3 
2 
l 
IBM Equipment Rental (Per 
026 Alph-Num. Key Punch 
029 Alter . Pro. Key Punch 
056 Verifier 
Pric~ 
~ch 
2 .(•0 
6.00 
3 .95 
3.50 
l. 75 
1. 00 
3.00 
20 .00 
25.00 
30 .00 
8.95 
4.95 
3.52 
4.80 
. 12 
4.40 
2 . 80 
.20 
2.49 
4.40 
1.20 
4.00 
6.00 
5.50 
4.00 
3.95 
5.95 
3.60 
5.65 
5.00 
4.50 
7.50 
200.00 
40.00 
25.00 
60.00 
42.00 
38.00 
30.00 
30.00 
25 . 00 
25.00 
15.00 
Si.!b-
$ 28 . 00 
84 .00 
55.30 
49.00 
12.25 
7.00 
42 .00 
20.00 
25.00 
30.00 
62.65 
49.50 
100.00 
21. 12 
57.60 
12.00 
52.80 
33.60 
4. 80 
9.96 
26.40 
7.20 
24.00 
36.00 
67.20 
71.50 
52.00 
51.35 
ll. 90 
7.20 
11.30 
10.00 
9.00 
15.00 
75.00 
200.00 
40 .00 
25.00 
60.00 
42.00 
228.00 
120.00 
90 . 00 
25.00 
25.00 
15.00 
~onth-s) __ _ 
54.00 162.00 
63.00 126.00 
45.00 45.00 
65 
$ 564.70 
$ 352.68 
$ 314.25 
$ 895.00 
$1498 . 50 
66 
Exhibit 18 - Plan 4t 4 
Costs 
Quantity Price Sub -
~sired Each_ Tota l s Totals 
Clas s room Furni ture : 
Instructor s Desk 1 (30 X 60) $ 170 .00 170 .00 
Student Desks 5 (30 X 55) 145. 00 725.00 
Chair s 18 33.00 594.00 
Place Mats 18 15 .00 270.00 
Storage Cabinet 1 37.50 37.50 
Machine Stand 1 24.95 24.95 
Vacuum Cleaner 1 95.00 95.00 
Filing Cabinet 4 70.80 283.20 
ChalR-Bulle tin Board 2 25.00 50.00 
Clock 1 15.00 15.00 $2264 . 65 
Partitions (Optional) 14 50.00 700.00 700.00 ( ) 
Classroom Equipment: 
Duplicating Machine s- -
Mimeoscope 64 . 50 64 .50 
Offset Press 1500. 00 1500.00 
Copy Machine 1175.00 1175.00 
Fluid Duplicator 425 .00 425 .00 
Stencil Duplic ator 1 650.00 650.00 $3814.50 ) 
Audio-Visual Equipment--
Tape Recorder (Reg . ) 160.00 160.00 
Tape Recorder (De lux) 500.00 1500.00 
Record Pl ayer 125.00 125.00 
Shorthand Lab (Base Price) 1 1000 . 00 1000.00 
Each Individual Station 5 100.00 500.00 
Overhead Projector 1 199 .00 199.00 
Proj ection Screen 40.00 40.00 
Film Strip Projector 159.50 159.50 
16mm Projector 1 
) 
650.00 650.00 $4333.50 
Typewriters --
IBM Executive 1 505.00 505.00 
IBM Micro Elite 1 567 . 00 567.00 
IBM Selectric 4) 340.00 1360.00 $2432.00 
Calculating Machines--
Rotary Calculator 1 575.00 575 .00 
Printing Calculator 2 575.00 1150.00 
Ten-Key Adding Machine 1 ) 215.00 215.00 $1940.00 
Transcribing Machine 3 402.00 1206 . 00 
Dictating -Trans. Machine 2 495.00 990.00 
Telephone Inter-com sys. 16 (Each Sta.) 47.00 752.00 
Wire for Hook-up ( 100 ft.) 15.00 15.00 
Power Supply 41.55 41.55 $2769.55 
Exhibit 18 -- Cont i nued 
Miscellaneous Equipment: 
Quantity 
Desired 
Scissors l3 
In-Out Trays l3 
Hole Punches 13 
Staplers 13 
Book Ends (pr.) 6 
Letter Openers 6 
Scratch Pad 18 
Collator l 
Paper Cutter l 
Timing Clock l 
Typewriter Copy Holders 6 
Wastebaskets 12 
Extra Supplies ( ) 
Textbooks: (For use in the classroom) 
Typewriting (SW) 5 
Office Practice (SW) 17 
Tests 125 
Recordkeeping (SW) 17 
Filing 17 
Te sts (Pkg. of 6) 20 
Business Machines (GR) 4 
Shorthand (SW) 5 
Data Processing (SW) 6 
Key -punch training kit 6 
Simulated Office Prac.(USU)l7 
Extra Textbooks (2 each) 
Reference Books: 
Die tionary 13 
Word -Books l3 
Thesaurus (Roget) 13 
Engineering Sec. Handbook 2 
Business Dictionary 2 
Legal Secretaries HB 2 
Secretarial Etiquette 2 
Medical Dictionary 2 
Skill Training for the Job 2 
Misc. Reference Books 
( 
Service Contracts: (Per Year) 
Offset Press 
Copy Machine 
Fluid Duplicator 
Stencil Duplicator 
Typewriters (Executive) 
Selectric and Micro Elite 
l 
4 
3 
2 
l 
2 
Dictating-Trans. Machine 
Transcribing Machine 
Rotary Calculator 
Printing Calculator 
Ten-key Adding Machine ( l) 
IBM Equipment Rental (Per 
026 Alph-Num. Key Punch 
029 Alter. Pro. Key Punch 
056 Verifier 
Month) 
2 
2 
2 
Pr i ce 
Each 
2.00 
6.00 
3.95 
3.50 
l. 75 
1.00 
3.00 
20.00 
25.00 
30.00 
8.95 
4.95 
3.52 
4 . 80 
.12 
4.40 
2 . 80 
.20 
2.49 
4.40 
1.20 
4 . 00 
6.00 
5.50 
4.00 
3.95 
5.95 
3.60 
5.65 
5 . 00 
4 .50 
7 .so 
200 . 00 
40.00 
25.00 
60.00 
42.00 
38.00 
30 . 00 
30.00 
25.00 
25.00 
15.00 
Sub-
Totals 
26 .00 
78.00 
51.35 
96.85 
10.50 
6.00 
54.00 
20.00 
25.00 
30.00 
53.70 
59.40 
100.00 
17.60 
81.60 
15 . 00 
74.80 
47.60 
4.00 
9.96 
22.00 
7.20 
24.00 
102.00 
67.20 
71.50 
52.00 
51.35 
ll. 90 
7.20 
ll. 30 
10.00 
9.00 
15.00 
75.00 
200.00 
40.00 
25 . 00 
60.00 
42.00 
152.00 
90.00 
60.00 
25.00 
50.00 
15.00 
~nths_) __ _ 
54.00 108 . 00 
63.00 126.00 
45.00 90 .00 
67 
$ 610.80 
$ 472.96 
$ 314.25 
$ 759.00 
$2916.00 
68 
F,;~bibit l2 - Plan ff 5 
Costs 
Quantity Price Sub-
Desired Each Totals Totals 
Classroom Furniture: 
Instructors Desk 1 ( 30 X 60) 170.00 $ 170.00 
Student Desks 7 (30 X 60) 170.00 1190.00 
Chairs 18 33.00 594.00 
Plac e Mats 18 15.00 270.00 
Machine Stand 24.95 24.95 
Vacuum Cleaner 1 95.00 95.00 
Filing Cabinet 4 70.80 283.20 
Chalk-Bulletin Board 2 25.00 50.00 
Clock 1 15.00 15.00 $2692. 15 ) 
Classroom Equipment: 
Duplicating Machines--
Mimeoscope 1 64.50 64.50 
Offset Press 1 1500.00 1500.00 
Copy Machine 1 1175.00 1175.00 
Fluid Duplicator 1 425.00 425.00 
Stencil Duplicator 1 
) 
650 .00 650.00 $3814.50 
Audio-Visual Equipment--
Tape Recorder (Reg . ) 1 160.00 160.00 
Tape Recorder (De lux) 3 500.00 1500.00 
Record Player 1 125.00 125.00 
Shorthand Lab (Base Price) 1 1000.00 1000.00 
Each Individual Station 11 100.00 1100.00 
Overhead Projector 1 199.00 199.00 
Projection Screen 1 40.00 40.00 
Film Strip Projector 1 159.50 159.50 
16mm Projector 1 650.00 650.00 $4933.50 
) 
Typewriters--
IBM Executive 505.00 1010.00 
IBM Micro Elite 2 56 7. 00 1134.00 
IBM Selectric 8 340.00 2720.00 $4864.00 
) 
Calculating Machines--
Rotary Calculator 3 575.00 1150.00 
Printing Calculator 3 5 75.00 1150.00 
Ten-Key Adding Machine 2 215.00 430.00 $2730.00 
) 
Transcribing Machine 4 402.00 1608.00 
Dictating-Transcribing Mach.3 495.00 1485.00 
Telephone Inter-com sys . 16 (Each Sta.) 47.00 752.00 
Wire for Hook-up (100 ft.) 15.00 15.00 
Power Supply 41.55 41.55 $3901.55 
Exhibit 19 -- Cont;nued 
Miscellaneous Equipment: 
Quantity 
Desired 
Scissors 18 
In-Out Trays 18 
Hole Punches 18 
Staplers 18 
Book Ends (pr.) 7 
Letter Openers 7 
Scratch Pad 18 
Collator l 
Paper Cutter 1 
Timing Clock l 
Typewriter Copy Holders ll 
Wastebaskets 13 
Extra Supplies ( ) 
Textbooks: (For use in the classroom) 
Typewriting (SW) 11 
Office Practice (SW) 17 
Tests 125 
Recordkeeping (SW) 17 
Filing 17 
Tests ():'kg . of 6) 20 
Busines s Machines (GR) 8 
Shorthand (SW) ll 
Data Processing (SW) 7 
Key-punch training kit 7 
Simulated Office Prac.(USU)l7 
Extra Textbooks (2 each) 
Reference Books: 
Dictionary 18 
Word -Books 18 
Thesaurus (Roget) 18 
Engineering Sec . Handbook 2 
Business Dictionary 2 
Legal Secretaries HB 2 
Secretarial Etiquette 2 
Medical Dictionary 2 
Skill Training for the Job 2 
Misc. Reference Books 
( 
Service Contracts: (Per Year) 
Offset Press 1 
Copy Machine 1 
Fluid Duplicator 1 
Stencil Dupl icator 1 
Typewriters (Executive) 2 
Selectric and Micro Elite 10 
Dictating-Trans. Machine 4 
Transcribing Machine 3 
Rotary Calculator 3 
Printing Ca lculator 3 
Ten-key Adding Machine 2) 
IBM Equipment Rental 
026 Alph -Num. Key Punch 3 
029 Alter . Pro. Ke y Punch 2 
056 Verifier 2 
Price 
Each 
2.00 
6.00 
3.95 
3.50 
1. 75 
1.00 
3.00 
20.00 
25.00 
30.00 
8 .95 
4.95 
3.52 
4.80 
.12 
4.40 
2.80 
.20 
2.49 
4.40 
1.20 
4.00 
6.00 
5.50 
4.00 
3.95 
5.95 
3.60 
5.65 
5.00 
4.50 
7.50 
200.00 
40.00 
25.00 
60.00 
42 . 00 
38.00 
30.00 
30.00 
25.00 
25.00 
15.00 
~onths) 
54.00 
63.00 
45.00 
69 
Sub-
~ Total s 
36.00 
108.00 
71.10 
63.00 
12.25 
7.00 
54.00 
20.00 
25.00 
30.00 
98.45 
64.35 
100.00 $ 689.15 
38.72 
81.60 
15.00 
74.80 
47.60 
4.00 
19.92 
48.40 
8.40 
28.00 
102.00 
67.20 $ 488.04 
99.00 
72.00 
71.10 
11.90 
7.20 
11.30 
10.00 
9.00 
15.00 
75.00 
200.00 
40.00 
25.00 
60.00 
84.00 
380.00 
120.00 
90.00 
75.00 
75.00 
30.00 
162.00 
126.00 
90.00 
$ 381. so 
$1179.00 
$1701.00 
70 
Exhibit 20 
Possible Scheduling Alternatives 
l, The classroom could remain at one school six to nine weeks and then 
move to another school. One classroom could serve four to six 
schools during the year on this basis. 
2. Schools close together (within fifty miles of each other) could use 
the classroom on alternating days. One school could use it on 
Monday, Wednesday, and Friday and a second school could use it 
on Tuesdays and Thursdays. Each week they would change and the 
first school would use it Tuesday and Thursday and school number 
two would use it Monday, Wednesday, and Friday. The classroom 
would a lternate between schools for a period of six to eight weeks. 
On this basis the classroom could serve eight to ten schools dur-
ing the year. Moving the classroom this often would require a 
tractor on short notice and may be dangerous during bad weather. 
3. Another possibility would be for the c lassroom to remain at one 
school for one week and then move to another school for one week. 
Any number of schools could be involved in this schedule if they 
were fairly close together (within 50 to 100 miles). The classroom 
woul d continue to alternate among schools until each school in-
volved had had use of it for the desired length of time. 
4. Any two schools that were very close together (within twenty-five 
to thirty-five miles) could use the c lassroom on alternating mornings 
and afternoons. One school could have the classroom in the 
morning and another school could use it in the afternoon. A tractor 
to pull it would have to be readily available at all times. Moving 
the classroom this often may not be feasible during extremely bad 
weather. 
5. Another alternative would be to leave the classroom at one school one 
semester and at another school the next semester. Only two or 
three schools could participate using this plan. 
During the period the c lassroom was serving a particular school, 
evening c lasses could be scheduled for adults. Evening classes could 
be scheduled for the summer months, providing there was enough inter-
est. There would also be a possibility of s ummer classes during the 
day for interested high school students. Summer classes taught by 
qualified college professors could also be offered. These classes could 
offer college credit and count toward teacher recertification and/or 
gra duate degrees. 
ll 
T. H. DEll 
SupP.rmtendent 
U~AH STATE BOARD OF EDUCATIO N DIVISION OF RESEARCH AND PLANN!NG 
14Clo UNI V'ERSITY CLUB BUILDING 136 EAST SOUTH TEMPLE 
r, SALT LAKE CITY, UTAH 84111 
Mr. Burnis Wa tt s 
Superintendent 
Park City School District 
Park City, Utah 84060 
Dear Mr. Watts: 
Exhibit 21 
January 3, 1968 
MAURICE C. BARNETT 
Adm1n1shator 
For many years there has been a lack of a complete offic e pra ctice 
curric ulum in the small high school s in Utah. It has be en impossible to 
offer the same opportunities for l earning as larger high school s d ue t o the 
lack of funds, a smaller s tudentbody , and a shortage of trained personnel. 
For these reason s, students do not receive adequate training to prepare 
them for entry level jobs upon graduation from high s chool. 
A solution to this problem may be a mobile van, equipped with 
modern business machine s and data processing equipment . Such a van 
could be designed in many different ways, and could serve severa l schools 
during a school year. The Utah State Board of Education in conjunction 
with Utah State University is currently planning a mobile van that could 
include such equipment as: business machines , electric typewriters, 
duplicating and copying equipment, a shorthand lab , dicta tion-transcrip-
tion machines, and audio-visual equipment. Data processing hardware 
could also be installed as original equipment or could be added a t a later 
date. 
The van could rotate among two to five schools (depending on need 
and ability fo finance) throughout the year, and will remain a t each school 
a predetermined length of time. Students would leave their regular school 
classrooms and work in the van during the class period each day, as long 
as the van remains at the school. Classes would be he ld in the van 
throughout the day and adult education classes could be he ld in the evening. 
A full-time instructor would be employed to stay with the van at all 
times. The van instructor would work closely with the regular teacher at 
the school t~ ensure quality instruction. 
RESEARCH C 0 0 R D I NAT I N G U N IT I N V 0 CAT I 0 N A l - TE CH N I CAl ED U CAT 1 0 N 
JOHN f . STEPHENS, Director, 1300 Umvers1ty Club BLuldtng, Salt l ake C1ty, Ulah 841 II · Phone 328 5866 
AUSTIN G. LOVELESS, Assoc1ate Ouector, Utah State Un•werSI!y, l ogan. Utah 84321 ·Phone 152 4100 
Mr. Burnis Watts 
Page 2 
January 3, 1968 
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Exhibit 21 -- Continued 
In order to finali ze plans for thi s project, Mr. Garth Hanson, Mr . Charles 
Parker, Mr. John Stephens and I will be in the Kamas School Board office on 
ranuary 12, 1968, at 10:00 a.m. to discuss these plans in detail. 
The van has many possibilities but also raises several questions . A 
list of discussion questions ,has been enclosed, with the hope that you will come 
to the meeting prepared to discuss your ideas . A list of possible curriculum 
9fferings has also been enclosed , along with possible interior designs of the 
'{an. Please look this material over and decide what would best fulfill the needs 
of the schools in your district. 
We are looking forward to meeting with you and hope for a successful 
1xperience together. 
AA/db 
Enclosures 
Sincerely, 
{c', (/;L/ t~ , '- . L ;;:;.; -, J 
Arlyn Anderson 
Research Assistant 
c/o Austin G. Loveless 
Utah State University 
Logan, Utah 843 21 
73 
Exhibit 22 
Questions for Consideration 
What curriculum should be offered to benefit the most students? 
How many students in each of the high schools in your district would 
be interested in classes offered in the classroom? 
What offerings in adult education office courses would be most valuable 
in your area? 
How long would the classroom need to stay at your school to be of 
benefit to the students involved? 
What length of rotation would you favor? A continuous stay of four 
to six weeks or would the classroom be more valuable if it stayed two 
or three weeks, then moved to another school for that length of time, 
and then moved back for another two or three weeks? 
How many schools in your dis trict do you feel would be interested in 
using the classroom? 
What effective uses can be made of the classroom during summer months? 
What scheduling problems are created at the schools and could they 
be overcome by: 
a. A full morning or afternoon period 
b. A two-hour block 
c. Using the regular class time 
d. Letting part of the class work in the classroom 
and the other part in the regular classroom 
Which of the enclosed plans, (30 ', 40', or 51') would best fit your needs? 
What is the best interior configuration of the classroom that would be the 
most conducive to learning? 
How much would your school district be willing to pay per year for the 
use and upkeep of the classroom? 
What living accommodations could you offer for a single instructor while 
the classroom is in your area? 
What is a fair per diem to pay an instructor? 
What do you feel is fair compensation to pay the instructor for evening 
adult classes? 
Is a tractor available in or near your community that could be employed 
to move the classroom upon request? 
How can such a program be evaluated as to its effectiveness? 
'14 T. H. BELL 
Super1nl'!ndenl 
UTAH STATE BOARD FOR VOCATIONAL EDUCATION 
DIVISION OF 
VOCATIONAL ANO 
TECHNICAL [OlJCATIO N 
1400 UNIVERSITY CLUB BUILDING 136 EAST SOUTH TEMPLE 
1 SALT LAKE CITY, UTAH 84111 
ir. Arlyn Ander son, Research /o Austin G. Loveless epartment of Voc ational and 
gtah State Unive r sity 
~ogan, Utah 84321 
' 
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Exhibit 23 
Assistant 
Technical Education 
January 29, 1968 
MARK NICHOLS 
Admin istrator 
It is a pleasure to answer your questions concerning the students of 
the office education programs in the small high schools in Utah, as we were 
discussing them in October while visiting these schools. 
It has come to our attention that in many cases the office education 
curriculum is not adequate. Students are not receiving the training they 
need to match the job opportunities available to them. Small high schools 
do not offer the same opportunities fo r learning as larger hi gh schools, du e 
to a shortage of trained personnel, the lack of funds, a smaller student body, 
and a small r esourc e cormnunity. Their distance from larger metropolitan 
areas where office opportunities are more readily available has made it eco-
nomically unsound to offer cooperative training programs and facilities. In 
many instances students do not receive adequate training to prepare them for 
entry level jobs upon graduation from high school. 
In addition to these facts, students graduating from small high 
schools must compete for office positions with graduates from large high 
schools who have usuall y been exposed to mor e training, better opportunities, 
and modern up-to-date equipment. In order to more effectively prepare these 
graduates for better opportunities in offic e positions, additional training, 
equipment, and facilities should be provided in many of our smal l schools. 
We appreciate your concern in this area of vocational education and 
hope we have answered your questions adequat ely. 
/ale 
Sincerely yours, 
~ ,; 2)'1 I I -~, .. -l~ "I • It- ;_(;_ - ;;_ ,. -, JOHN F. STEY ENS, Director • Research Coordinating Unit 
~- -, /~::-- .// --=> - ~ _. c... ~c:. C--e-·c.. <----F-/r- _.::.... c. -.C.-.r.-- -
-- ~-'" 
E. CHARLES PARKER, Specialist 
Business and Office Education 
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Mr. Arlyn Anderson 
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Dear Arlyn: 
DAIYL CHASE , PRESIDENT 
LOGAN , UTAH, 14:121 
Exhibit 24 
January 30, 1968 
As you remember in our discussions early in October, I mentioned 
to you that one of the basic problems of business education in 
the rural areas of Utah was the lack of t rained personnel, the 
lack of adequate funds, and the small student body that prevails 
in these outlying schools. In my travels of t he past two years, 
it has been very noticeable that we need to do something to better 
the situation in these schools. 
In checking with a map, I find that I could list some 25 rural 
schools in this category, They either are lacking in facility 
or adequate teacher preparation. Even though these inadequacies 
are very real, the students from these high schools are forced 
to compete with students from larger and better equipped high 
schools in Utah. I feel that it is the obligation of all those 
who have anything to do with these outlying schools t o develop 
programs which will upgrade these schools as much and as fast as 
possible. 
I hope that this information is of a nature tha.t will have sorr.e 
value in your study, and if I can be of further help, please let 
me know. I will be glad to document these 25 schools if i t is 
of any value to you. 
A. Hanson 
Assistant Professor, Business Ed . 
Teacher Educator, State of Utah 
lb 
Appendix B, 
References Cited as Persona l Correspondence and 
Communication with Other Mobile Classroom Personnel 
r 
( . 
.__J 
Mr. Arlyn Anderson 
Research Assistant 
Utah State University 
Logan, Utah 84321 
Dear Mr. Anderson: 
November 8, 1967 
Exhibit 25 
I am pleased to . acknowledge your inquiry concerning mobile classrooms 
which we use in the Jeffco Instructional Program, 
At the present we have a fleet of nine (9) mobile units size 50' by ' 10 1 
which we use as follows: 
1 each High School Electronics 
1 each High School Automative Theory 
3 each Junior High General Metals 
2 each Junior High Power Mechanics 
2 each Junior High Basic Electricity 
These units were purchased on the basis of the specifications s hown on 
the enclosed bid format. Ours were purchased from the Falcon Coach 
Company, Great Bend, Kansas 67530 for $3800 each. You could undoubtedly 
find some good used ones in your own state, perhaps even from your 
Surplus Property Agency. The equipment contained thereinJpretty closely 
follows the attached equipment bids. Work benches and stools were 
securred fromJlrodhead and Garrett, 4560 East 7lst street Cleveland, 
Ohio 44105. Prices for items ran as follows when bid in quantity. 
Metal stool, Lyons Model 1802, 24" - $6.30 each 
Metal Bases, L5A3 each $17.20 
Shop Tops, 8' by 30" by 13/4" each $42.00 
Our tools and basic equipment was bid to local vendors and ran about 
$1500 per unit, Your teachers could determine their own needs. We 
have pretty well standardized our intern layout per the enclosed floor 
plan. Again each teacher might like to vary their arrangment. 
The R-1 school units are rotated each six weeks and follow a traffic 
patern which limits their road mileage to about 5 miles per move. We 
have moved them as much as 30 •· miles over state highways without 
difficulty; This year we have a local mover relocate our units. He 
moves levels and connects each unit to standard outlets at each school 
for a fee of $25.00 per move, This procedure has worked better f or us 
for when we move R-1 people we experience considerable damage to units 
Q 
C: 
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Mr. Anderson -2- November 8, 1967 
from trees, road signs, etc . . The professionals are more careful, do a 
better job of leveling, etc. The junior high movement schedu le and 
local procedure is also enc losed for your benefit. 
We have seen similar units in use for music, art, etc. and believe they 
would serve you well in office occupations. Should you install typing 
tables and or machines you would probably prefer chairs instead of stools 
and undoubtedly want standard rows of desks rather than as we use them. 
I would be delighted to assist you futher in your project so feel free 
to call on us at your leisure. Should you want to call our number is 
237-6941 extension 365-366, area code 303. Thank you for asking us and 
good luck with your mobile project. 
Sincerely, 
~~~:?,zS 
Technical-Vocational Education 
LMM/vff 
Enclosure 
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HILLS RESOURCE CENTER ~ rmo !d TELEPHONE [701) 349-3676 ELLENDALE, NORTH DAKOTA 58436 
October 18, 196 7 
I . I 
Mr. Arlyn Anderson 
455 N. 4th E. 
Exhibit 26 
FILE #327-67 
STAFF 
ROBERT G. E~GLAND 
Director 
Logan, Utah 84321 
Dear Mr. Anderson: 
Your interest in our project involving the use of mobile classroom 
units is appreciated. The enclosed material will possibly be of 
benefit to you in your search for information. I might also suggest 
that you contact Mr. Larry Meier, Jefferson County School District, 
Yarrow Street, Denver, Colorado 80200. Many of the ideas we 
have put into effect here have been borrowed from a similar project 
at Jefferson County under the direction of Mr. Meier;. who is 
eminently qualified to assist you in your endeavors. 
We are using two mobile units, one is parked at one school, but 
serves the. student body of two schools. The other unit is parked 
at some distance to the east at two other communities serving the 
schools of those communities . Unit A has a Basic Electronics 
instructor and equipment, Unit B has an instructor and a Power 
M echanics course being taught to students in that area. Both 
courses are designed for a semester and it's proposed at the end 
of the first semester that either the trailers switch or the contents 
switch. It appears that because of the manner in which some 
equipment has been installed it will be better to switch trailers. 
THOMAS H. COLLINS 
Assistant Dir~'ctor 
DR. DAVID L ,ZUFELT 
Curriculum Specialist 
In this way, we feel that we will have succeeded in bringing a small 
amount of technical training to interested persons in four schools, and 
this has been done at minimal cost. We anticipate at the end of the 
year that both trailers, their contents, and the instructors will cost 
in the neighborhood of $24, 000. Next year, of course, the equipment 
expenditure will be amost negligible. Therefore, the second year 
cost will run in the neighborhood of $13,000, most of this for 
instructor's salary. We currently employ two persons at $6,500 a -
piece per year. 
Our mobile units are sophisticated somewhat in that they are air con-
ditioned, have electric heat and are particularly well insulated against 
the rigors of this climate, Our trailers were purchased from Midwest 
Shop Supplies, Inc. at Sioux City, Iowa. 
BOARD OF CONTROL 
non, Prelidenl M.W.Andr•••n 
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Linton, N. D. 
Clifford P. Joknso" 
linton, N.D. 
Nkk Rotter 
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0 
0 
0 
Mr. Anderson 
Page 2 
October 18, 1967 
79 
Exhibit 26 -- Continued 
I would guess that you have a closer sourc e of such units, and would 
probably not be quite so interested in having them so well protected 
in your moderate climate. Ours cost in the neighborhood of $5, 000 
a.Jliece. 
In expanding our program, we are going to depend pretty heavily on 
expertise of persons in the State Department and at the University of 
North Dakota, supplementing this with ideas of our own and suggestions 
from the communities that we serve with these units. It may be that 
in the future we will expand our ideas without the use of the mobile 
units, but by relying on recipient schools to furnish space if it is 
available in their school. We also hope to be able to provide adult 
education as an adjunct to our vocational education offerings. 
We have in our fil es a pretty complete repository of information 
concerning either of our units, among other things we have to offer 
you. We do have the complete course of study for both the Electronics 
Unit and the Power Mechanics Unit. Both courses of study were 
developed by Jeffe rson County School, but have been modified for 
our use here. We would be delighted to furnish you, at no cost, 
any of the things which you might desire for whatever purposes they 
might serve in your endeavors. 
May I also suggest that you contact Mr. L eroy Swenson, Director of 
Vocational Education, State Office Building, Bismarck, North Dakota 
58501. Mr. Swenson is the person in the state to whom we look for much 
guidance in the area of vocational education, and he is the person who is 
most knowledgeable about matters pretaining to vocational education, 
and I suspect he can furnish you with information which will be beneficial 
to you and your project. 
Sincerely, 
~~ 
Robert G. England 
Director 
db 
Enclosure 
cc Mr. Leroy Swenson 
Mr. Larry Meier 
Mr. Ronald Niemi 
PAUL D. JHRET 
SUPfltiN~DENf 
~/ 
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SAN LORENZO UN.FIED SCHOOL DISTRICT 
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Exhibit 27 
PETER A. LAMS 
OIRECfOA OF SECONDARY INSTRUCTION 
Mr. Arlyn Anderson 
455 No. 4th East 
Logan, Utah 
84321 
Dear Mr. Anderson: 
October 17, 1967 
Thank you so much for your letter of Octob er 13, 1967 requesting 
information about our Planning Proj ect OE No . 66-993 for 
a Transportable Industrial Arts Learning Laboratory. 
Our Project for the mobile instructional unit is not yet 
in operation and unfortunately we have exhausted our supply 
of copies of the project. Just as soon as we have copies 
available, we~ will be happy to forward one to you. 
Thank you again for your interest. 
Cordially, 
~Ur~~ 
George Schwalm 
Coordinator of Vocational Education 
GS/am 
81 
MF..MBERS STATE BOARD STAFF 
Rtcll~'pl lhLnOI\N, Chairman 
FOR 
LEROY H. SWENSON, Stnto Dlroctor 
St11te Cnpltol , Dismnrck 
FnANK F1scnr:n, A.ul.rtont Director 
and SuperoLsor ol MDT Program 
Dwbin 
EDDI"I"J.:o:SON, VfcCJ Chalt'fnnn VOCATIONAL EDUCATION 
SAM l&:sSLr:n, Director 
nonl':~ff~1~u.Ln, n1remor 
E. C.B~r•><~< 
BISMARCK, NORTH DAKOTA 56501 Stato Capitol, Bismarck ' 
Sut•Envtsons 
EnN£ST L. DP.AL'J'ON, Agriculture 
Stn.tc Univers ity St11tion, Fargo 
RoN D.A.vY, D b trlbutluo Educatlo~ 
and Acting Of/Ice Ecluc11!lon '; 
State Capitol, Bismarck 
Exhibit 28 
M. FB~H, EucufiN Officer 
M.A.]onE LoVEmNo, II omc Economlc.t 
State Univonity Station, Fnrfio 
Cn. Mown!, Trade and Indu1tru~ 
Science School, Wahpeton ~ 
-:; 
Dr. Arlyn Anderson 
Research Assistant 
% Austin G. Loveless 
Utah State University 
Logan, Utah 84321 
Dear Dr. Anderson: 
November 2, 1967 
Ln.z EVENSON, Vocational Cutdopce 
State Capitol, Dbmarc:k 
Thank you for your letter of October 27 in which you indicate recent correspond-
ence with Dr. England, Coteau Hills Resource Center, Ellendale. You indicated 
that he suggested I could give you information on mobile units. 
We have had little experience with mobile units in North Dakota. Several 
rural school districts are cooperating in a venture where remedial subjects 
are taught in a mobile unit that is equipped with living quarters for the 
teacher and classroom facilities. This clas sroom is moved from school to 
school on a schedule that is determined by the clerk of the school district. 
With this exception, I know of no mobile units in the State other than those 
operated through the research center. I visited the mobile units several weeks 
ago to find out the potential of such facilities for educational purposes. 
Since they had just started to function we are not in a position to evaluate 
the effectiveness of this type of facility for instructional purposes. 
It appears that you are further advanced in the use of mobile units than we 
. are and please keep us in mind as interesting information comes to your 
attention. 
Sincerely yours, 
4€il~~ 
LeROY ';(!SWENSON •t 
Director of Vocational Education 
UNIVERSITY Of NEVADA 82 
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. November 27, 196? 
Mr. Arlyn Anderson 
Research Assistant 
Utah State University 
455 No. 4th East 
Logan, Utah 84321 
Dear Mr. Anderson: 
Received your letter of November 20, concerning your project 
on mobile vans for business, office machines, and data process -
ing equipment. Enclos ed you will find a recent study on utiliza-
tion of mobile facilities for a specific job in Arkansas. I 
would like to draw your attention to the bibliography, specifi-
'\ ca lly Herbert C. Wheeler's study on traveling and transportable 
educational units. I suggest you write to Mr. Wheeler for a 
study. It relates practically all the pertinent research on 
mobile facilities and I recall that there were some specific 
projects in the area of interest to you. 
At present, we are waiting for Governor Rockefeller to give us 
the go ahead in preparing the specifications for the mobile 
facility and to put it in operation. I am not sure when we 
will be asked to proceed with the second phase. 
Be happy to send any other information that would be of help 
to you. The best of luck on your venture. 
Sincerely, 
C~_c:&~/c '1 ®<5{;~ 
rk Davis, Profes~r 
ctor, Small Schools 
Ce er Facility Laboratory 
Department of School Administration 
JCD:js 
t Encl. 
SMALL BUSINESS ADMINISTRATION 
FEDERAL BUILDING 
125 SOUTH STATE STREET 
SALT LAKE CITY, UTAH 84111 
December 5, 1967 
Exhibit 30 
Arlyn Anderson, Research Assistant 
Utah State University 
455 North 4th East 
Logan, Utah 
Dear Mr, Anderson: 
83 
In response to your inquiry regarding our Build Business 
Bus, I hove taken the liberty of passing your letter to Mr. 
Gerald N. Randall our Loan Officer serving Cache Valley. 
I om suggesting to Mr. Randall that he call you the next 
time he is in Logan with the Bus to give you an opportunity to 
view it and to answer any questions you may have regarding its 
use. 
2&.L 
Wm. G. Bruhn 
Regional Director 
(_) 
!522-8172 TELEPHONES !523-1823 
84 
Bonneville High School 
ROUTE IDAHO FALLS . IDAHO 
OFFICE OF THE FtRINCIPAL 
;I December 8, 1967 
~~. Arlyn,hnderson, 
Utah State University 
455 North 4th Eas t 
Logan, Utah 84321 
Dear Mr. Anderson: 
Exhibit 31 
In regard to your request for some information regarding Mobile 
Teaching Units we are in the process of completing our 4th unit. 
The aver age cost of these units would be approxima tely S6 ,500.00 in-
cluding furniture and carpet. 
You ask how successful these units are . They Are extremely 
success ful in the way we use them. We do not move them very often . 
The original idea was to build one or two and move them between 
schools, but we find the need for t hem so great at their locations 
that they remain there in the ~ost part. 
They have been very successful--they allow additional class-
room space, comfortably warm, ...,11-lighted, and we find them a very 
delightful place to •wrk. It would be difficult to explain t o you in 
a letter the arrangement of the interior, but I would most happy to 
take you through the ones we have here in our district and let you 
make your own conclusions as to their value. I would l ike to have 
your comments. The sizes of our units are twelve feet wide a nd 
' 50 feet long. I think you would find to move them is possible but 
a problem. We have provided ourselves with a wrecker tow truck that 
we move them with. Please let us know if there is other information 
you desire. 
Sincerely , 
BONNEVILLE HIGH SCHOOL 
c. 
C' 
ptfice of the Principal 
; 
HILLVIEW SCHOOL 
FAST TETON STREET 
IDAHO FALLS, IDAHO 
Exhibit 32 
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Telephone 523 5850 
December 8, 1967 
Mr. Arlyn Anderson 
455 No. 4th East 
Logan, Utah 84321 
Dear Mr. Anderson: 
The success of our mobile units has been most gratifying. 
We are employing them as diagnostic remedial reading labs. 
In each we have a Reading Specialist to conduct classes for 
the first through third grade students with serious reading 
problems. Her load limit is set at 25 students with three 
to five students coming in each period for assistance . 
Our unit is a lO'x50' with two entrance doors. One end 
is partioned off in an 8 ' x9 ' area for the administration of 
tests including IQ, hearing, speech, and interviews with the 
school nurse. The opposite end is arran?ed with study booths 
on both sides of the trailer forming a 9 xlO' area which is 
equipped with audio equipment for tape and record information 
played for student practice and learning. The center area 
is set up as a classroom with a folding door dividing it 
at the middle point. Blackboards, bulletin boards, charts, 
tables, chairs and etc. are provided. 
Our earliest plans included the moving of this unit from 
school to school, however; we very soon discovered that the 
facility was inadequate even for one school let alone five. 
We now have four such trailer units and keep them located 
permanently in an assigned area at each of the schools. 
We purchased the trailer shells from a local trailer 
manufacturer. We had them custom built to meet our needs. 
The shell of each trailer run us around $3700-3800. Interior 
finish run us approximately $2300. The l ast three trailers 
are l2'x50' and we find them more adequate and better adapted 
to our use. Our project was financed through Title I funding . 
0 
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We would be very happy to have you visit our area and 
when you are able to make the visit, come to the Hillview 
Elementary and I will see that you see all of our trailer 
units. 
Enclosed you will find brochures of the unit that we 
have at Hillview. If we can be of further assistance do 
not hesitate to make contact with us . 
Encl. 
~-~s very truly, "_ , 
( _) · c~ ll - -~~ {\~ <oo t~\ 
Reid E. Smith, Principal 
Hillview Elementary School 
East Teton Street 
Idaho Falls , Idaho 83401 
U RES:ej 
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THE PENNSYLVANIA STATE UNIVERSITY 
101 ENGJNEERJNG "A" DUJLDJNG 
UNIVERSITY PARK, PENNSYLVANIA 16802 
Collc~e of Engineering 
Department ol An:bitedural Engineering 
AIR tv\AIL 
Mr. Arl yn Anderson 
Research Assistant 
Utah State University 
455 No. Fourth East 
Logan, Utah 84321 
Exhibit 33 
January 5, 1968 
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MR. ANDERSON, your letter of December 22 is at hand and I om at a 
lost to know how to answer it . 
Firstly, I like the ideo of equipping a mobile unit with business and office 
machines. Such a unit should be extremely effective in the rural areas of 
Utah. I om wondering about the status of the project. Hove you received 
approval: of your state or are you working on a proposal? 
Secondly, I om not in a position to own or operate mobile units. As on 
architect and faculty member ot Penn State, I hove been making con-
ceptual studies in this field. I have also been assisting the Appalachia 
Educational Laboratory and others via consulting services to adopt edu-
cational functions to various forms of mobility. As o consultant and 
researcher, I do not have a stock of standard mobile units with layouts, 
costs, and so forth. Such information is hard-to-come-by and at the 
moment, I develop it for each project. 
The only way that I could help you at this time would be to provide 
consulting services. If you knew the type of space and equipment which 
would be housed and mobilized, I could help you select the right size 
and type of vehicle ond then design the functional space and furnishings. 
However, it is difficult to do this by moil. 
Aru Code 814 
865-6394 
As a port of the research and study which I om performing for the Appalachia 
Laboratory, I hope to develop a methodology for the design and development 
of traveling educational units. 
Looking forward to hearing more about your project. 
Sincere I y (jil/'...J.-.-<--1/ 
C. Herbert Wheeler, Jr., AlA 
Architect and Associate Professor 
of Arch itecturol Engineering 
BIOGRAPHICAL SKETCH 
Arlyn Nye Anderson was born in Logan, Utah, Cache County, 
on May 30, 1942. He is a son of Cyrus a nd Hazel Anderson. His father, 
even though over 70 years of age, is still an active farmer. The family 
home and farm where Arlyn spent his boyhood days is located four miles 
south of Logan, in College Ward. 
He received his elementary s chooling in College Ward. He 
attended Junior High School at Wellsville a nd attended South Cache 
High School in Hyrum, Utah, graduating in 19 60. 
In the fall of 1960, he enrolle d at Utah State University , at 
Logan, Utah. During the years of 1962- 63 he s erved as a missionary 
for The Church of Jesus Christ of Latter-day Sa ints in the New York-
New Jersey area, with headquarters in New York City . 
He re - enrolled at Utah State University in 1964 and graduated 
with a B.S. degree in Business and Distributive Educati on in 1967. He 
enrolled in graduate school at U.S. U. in the s ummer of 19 6 7 and will 
receive his Master of Science degree in Marke ting Education from that 
institution in June, 19 68. 
His work experience during univer s ity enrollment includes 
three summers with Del Monte Corporation as a farmhand and heavy equip-
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ment operator. During the summers of 1965 , 1966 , and 1967 he was 
employed by Nielsen's Realtors and worked for Mr . Elwood Nielsen 
as a construction worker, far mer , painter, and in real estate improve-
ment. 
During his senior year at Utah State he was employed part 
time as a retail salesman with Sunset Sporting Goods in Logan , Utah, 
and at the present time is serving as a res earch assistant in the 
Department of Vocational and Technical Education at Utah State . 
He is married to the former Judy Margene Ricks of Rexburg, 
Idaho, and they have one child, Lance, born i n February , 19 6 7 , while 
Arlyn was student teaching at Box Elder High School. 
